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XeroX: 


COPYFLO® 
CONTINUOUS 
PRINTER 


Makes dry, positive prints from originals, or roll microfilm, 


in sizes up to 11”’ wide, at the rate of 20’ a minute. 
SETS NEW STANDARDS OF SPEED AND ECONOMY 


The Copyflo Continuous Printer 
represents a revolutionary advance- 
ment in the universally accepted, dry, 
electrostatic, photo-exact process of 
xerography. 

In the Copyflo unit the xerograph- 
ic process is continuous and auto- 
matic, incorporating all necessary 
steps in one complete cycle. High 
quality prints of engineering draw- 
ings and other documents are made 
quickly and economically. 

Available in three models for spe- 
cific applications. 


WRITE for further information about the 
Copyflo Continuous Printer—the new dimension 
in copying from originals or roll microfilm. 


THE HALOID COMPANY 


Dept. 57-102X, Rochester 3, New York 
Branch offices in principal U. S. cities and Toronto 


COPYFLO MODEL No. 1. 


duces single copies continuously, up 


Repro- 
to 11” wide, from 35mm or 16mm 
roll microfilm. 


COPYFLO MODEL No. 2. Repro- 
duces single copies of opaque o1 
translucent originals, at ratios from 
16% to 200% of original, to a maxi- 
mum copy width of 11”. 


COPYFLO MODEL No. 3. Combines 
all features of Model No. 1 and No. 2 
and is interchangeable from micro- 
film to original document operation 
and vice versa by a single control 
lever. 


HALOID 
XEROX 
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Hammermill Agents. White and 
6 colors, 4 weights, 8 sizes, 
from 8/2 x 11. Weather-guarded 
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You don’t have to be three places at once when you run 
7 ; 4] j ad 2 , , 2 ; Z) 
Whippet Bond on your office duplicating equipment 


For More Information Circle No. 313 


THE Orrice—December, 1957 





Vol. 46 
No. 6 








William Schulhof 
Publisher 


William R. Schuihof 
Edito: 


James Gorman 
Managing Editeo: 


THE OFFICE is published 
on the first of every month 
by Office Publications 
Company, 232 Madison 
Avenue, New York 16,N., Y. 
Tel.: LExington 2-2245, 
Cables: Wilhof, New York. 


Chicago Office: Civic Opera 
Building, 20 North Wacker 
Drive, Chicago 6, (Fred €, 
Zindier) ANdover 3-2668. 


SUBSCRIPTION: One Year 
$3, Two Years $5 to U.S. 
and Possessions. To all 
other Countries, One Year 
$4. Two Years $6. Also 
publishers of the annual 
export editions: 

LA OFICINA and OFFICE 
EQUIPMENT EXPORTER, 


Member of: 
BPD scien Business 
Publications, Inc. 

Business Publications 


Audit of —— we 
Circulation, Inc. 








Magazine of 
Management * Equipment «+ Methods 


Your Office Needs New Ideas Joseph H. Jackson 


The Difference Between Systems Analysis and 
Operations Research Ned Chapin 

How to Type Better Offset Duplicating 
Masters Bernard T. Haffey 

Office Salaries and Wage Differentials Herbert Schaffer 


Union Membership of White-Collar 


Workers Harry P. Cohany 


Purchase Order Forms Change Stops Late 
Deliveries Phil Hirsch 


Forms Copies on Colored Papers Speed Order 
Processing 


“Under 30—and With Systems 
Experience” 


Office Party 


W. R. Anderson 
Elinore Williams 


Semiannual Index to THE OFFICE 


New Books 

Camera! 

Right or Wrong in Employee Relations 
New Products 

Literature from the Manufacturers 

News of the Office 

News of the Industry 

National Conference & Exhibit Calendar 


As We See It 


CIRCULATION OF THIS ISSUE OVER 48,000 


THe Orrice—December, 1957 








Trademark Reg. U.S. Pat. Off. * Founded 1935 * ©Copyright 1957 Office Publications Co. All Rights Reserved. 


DECEMBER, 1957 





Your Office Needs New 


IDEAS 


Here’s How You 


JOSEPH H. JACKSON 


RIGINALITY in the man- 
ager, the systems engineer and the 
supervisor, is as important as initiative 
or leadership. Each trait, which weighs 
heavily in the scales of how well the 
office is run, is hard to put a finger on, 
either in oneself or in others. The more 
of these abilities office management has, 
the more smoothly and efficiently the 
office will work. Yet little has been 
said about originality and much of it 
has been theoretical hogwash. The 
practical nature of originality, how it 
actually works in the office, what psy- 
chologists really know about it, how the 
office manager can develop it in him- 
self, and how he can stimulate it in the 
office supervisors and staff under his 
control, will be discussed here. 
In practice, originality is the capac- 
ity to come up with new ideas that 


office 


work. Psychologists tell us, on the 
basis of their considerable observation 
and research, that everyone who is not 
actually stupid has the power of origi- 
nality to a greater or lesser degree. With 
the proper approach, anyone can create 
new things or have new ideas of which 
other people have not thought! We all 
know office managers and supervisors 
who seem to be able to spark many 
new ideas, who “cook on the front bur- 
ners” when an entirely new problem 
comes up which demands immediate 
solution. Carefully observing any 
office during working hours is often 
enough to demonstrate whether its 
management is original. Any 
office shows some signs of it, whether 
it be in the receptionist or the top 
executive. Unfortunately, the power 
which everyone has to be original and 


ever 
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Can Get Them 


creative can be easily stifled in people, 
so that they never think of anything but 
keeping in step and following routine. 

People with average intelligence have 
this capacity to be original, but that 
doesn’t mean that originality is identi- 
fied with intelligence. You don’t have to 
be brilliant, or intellectual, or absent- 
minded, to be highly imaginative and 
creative. Psychologists have noted that 
the original students, those bubbling 
with new ideas, often are not the high- 
ly intelligent ones who make the high- 
est grades. So even the lowliest office 
clerk, typist or messenger may show 
signs of being original and make as 
many suggestions for improvements as 
some supervisors. Originality appears 
to depend upon a largely different set 
of capacities in people than 
known as intelligence. 


those 
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Take the case of the office manager 
had shown 
his intelligence better than 
normal. When he was hired as a clerk 
in a large office, he had taken only a 
few night college 
addition to his high school education, 
but he had a sizeable stock of other 
qualities. He was ambitious, he couldn't 
stand seeing work done _ inefficiently, 
and he was brimful of new His 
enthusiastic working with 
people often led to the adoption of his 
notions. He was the natural successor 
to a first line supervisor who left with- 
in a year, and none of the older clerks 
complained about the new chap’s pro- 
motion. He completely reorganized his 
clerical routines, set up a new system 
and new forms to control the work. 
When the company decided that an 


whose employment tests 


Was ho 


extension courses in 


ideas. 


way of 








office manager was needed to run a va- 
riety of clerical and stenographic de- 
partments, he was chosen for the job. 
The last time I saw him in his office, 
which he had designed and decorated 
himself, he showed me several features 
in his desk which had been built to his 
specifications for the records he needed. 
He told me the manufacturer was con- 
sidering adding some of these features 
to the desk line. Without question, his 
ability to come up with new ideas had 
played a large part in his career. 

There has been a demand during the 
last decade for ways to select research 
and development people who are most 
likely to make valuable discoveries. A 
nationwide quest for talent has also 
been gaining momentum. In the last few 
years particularly, business and indus- 
try have become more conscious of 
originality and imagination and have 
begun to require it of all of their per- 
sonnel, particularly at the management 
level. This holds just as true for the 
office as it does for the plant, if not 
more so. Witness the recent trends to- 
ward more suggestion systems, more 
office work simplification, systems im- 
provement programs, more file analysis 
and records control programs. The 
one thing which unites all of these 
activities is their requirement for more 
originality. Currently the demand for 
cost reduction programs is spreading 
rapidly across the nation. Telephone 
bills must be slashed, supplies must cost 
less, expenses must be reduced. The 
ideas which really knock the bottom out 
of costs, however, are for doing things 
in new ways entirely. Office original- 
ity has never been in such demand be- 
fore. 


How can I have more sound, new 
ideas? A question which pays off even 
better, is: how can I, as an office man- 
ager or supervisor, draw out more and 
better new ideas from the people who 
work under me? The process snow- 


balls if this can be accomplished, and 
attains the proportions of an avalanche 


of original ideas. This is exactly what 
single-shot programs, such as work sim- 
plification and cost reduction, aim for, 
but do not usually achieve on a contin- 
uing basis. 

It is not easy to be original. As the 
philosopher, Spinoza, said, “All things 
excellent are as difficult as they are 
rare.” One finds in working with orig- 
inality that, as in golf, a good many of 
the long shots land in the rough. There 
are many obstacles to originality. Most 
people (1) have inner conflicts of a 
psychological nature about originality; 
or (2) find that there are outer, social, 
and often organizational, blocks to the 
free expression of their originality in 
the firms for which they work. This 
initial stifling of the originality which 
everyone has, must be recognized be- 
fore we can learn how to develop it. 

Way down underneath, most people 
have an intense desire to be original, 
imaginative and creative. Yet, if you 
watch yourself for a day, you will see 
how often you prevent yourself from 
thinking through, or even entertaining, 
new ideas as they begin to form in your 
mind. As a result, someone else gets 
credit for the idea which you had, but 
rejected. This happens because people 
are constantly judging, evaluating, 
measuring, applying norms, standards 
or averages to themselves in terms of 
what they believe other people think. 
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Particularly the perfectionists, who 
want the ideal here and now, cut off 
new ideas before they even grasp them, 
or else just dream about how fine things 
would be if their ideas came true. This 
is the element which so frequently 
causes “writer’s block” in that kind of 
work. But the judicial habit of mind 
gavels out many a good idea in the 
office, too. 

Another source of originality conflict 
is undoubtedly inertia, which arises 
from the force of habit or, more ex- 
tremely, from sheer laziness. Take the 
psychological law 
terms of which repeated patterns of ac- 
tivities or work tend to assume the 
simplest form, taking the least amount 
of energy. Normally, it takes extra 
work to think of new ways to do things. 
Then the idea has to be developed in all 
its ramifications; there is a report to 
write or the idea has to be put across 
directly. It is easier and more com- 
fortable to follow the routine. Think- 
ing of new methods, or designing new 
layouts, just like finding new ways to 
shave oneself in the morning, can be 
very irritating and frustrating. Cer- 
tainly, we creatures of habit will not 
try. Yet the gratification, even the 
thrill, of discovering a better way of 
doing things is often worth ten times 
the anxiety and the frustration involved, 
and it is the thrill which will be re- 
membered. 

I talked with an office manager re- 
cently, a lively old chap with keen blue 
eyes, whose tongue was loosened appar- 
ently by the fact that he was close to 
retirement. He reminisced for an hour. 
Looking back, he recalled the genuine 
contributions he had made to his firm 


> 
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of parsimony in’ 


and even to the growth of the office 
management field, although he was a 
very sound businessman who always 
applied the profits test. He recalled at 
one point how he had worked with bill- 
ing machine manufacturer representa- 
tives and had discovered some improve- 
ments in their machine which they ac- 
cepted. He recalled how several other 
new ideas had saved the company a lot 
of money in billing and payroll oper- 
ations. When habit and inertia can be 
overcome by vitality and imagination, 
usually crossed with a spark of humor, 
new patterns appear and value is cre- 
ated. 

As our office organizations necessar- 
ily increase in size and complexity, and 
as relationships become more formal 
and detached, with memos and manuals 
having to substitute for face-to-face 
contacts, it has become more difficult to 
be original. We all have met the man 
who knows it all, who-must have all the 
ideas himself, who must sign most of 
the correspondence himself. If he 
happens to be the boss, it is discourag- 
ing to come up with your own ideas. 
Outside of being a number of other 
things, he is the original block to origin- 


Everyone in your office has the power to 
be original and creative. 





Gat 2 Floor Done 


FOR THE PRICE 


OF ONE 





No need to split your porter 

in half. There’s an easier way. 
LEGGE Polishes perform so effectively, 
so much longer, that most buildings 
report reductions up to 50% in main- 
tenance time. And as you know all 
too well, time is money. You get 2 
floors done in the time it takes to do 
one. And for the same cost. 

Traffic can’t “walk off” LEGGE Pol- 
ishes. They stay on the floor where 
they belong. Only rarely do they need 
the big stripping job. Your crews sim- 
ply renew the shine from time to time. 

You can save even more labor by 
using famous LEGSURE on your resili- 
ent floors. Scuff-resistant, slip resistant, 
LEGSURE gleams without buffing. If 
you prefer a buffable material, there’s 
a Lecce Polish made to order for 
every type flooring and to suit every 
requirement. 

WALTER G. LEGGE COMPANY, INC. 
Dept. W-12,101 Park Ave.. N, 
Branch offices in principal cities. 
For More Information Circle No. 180 
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ality. Employees have to figure how 
to hint around so the boss will think the 
idea is his own. 

stifled in the 
office which runs strictly on routines, 
which 


Again, originality is 


some of may not have been 
Efficiency is here 
cranking the 
Or take 
the office which, because of unavoidable 
peakloads, or a tremendously expanded 
workload, requires unremitting pressure 
to get the work out at all, often with 
Who think creatively 


when his head must be always bent 


changed for years. 
conceived in terms of 


wheels and gears a little faster. 


overtime. can 
over his desk, when there always seem 
to be a dozen problems which cannot 
Then there is 
the well known resistance to change, in 


wait until tomorrow? 
what people say of others’ ideas. “We’ve 
always done it the present way and 
that’s good enough,” or, “You haven't 
been here long enough to learn the 
ropes of this business. You'll find out 
it’s different.” 

As office managers well know, suspi- 
cion and conflict sometimes appear be- 
tween staff and line supervision in larg- 
When the office man- 
ager is acting in his staff role it is 
doubly 


er organizations. 


ideas 
How- 


difficult to get his new 


across to the line supervisors. 
ever, if he suggests, advises and coun- 
sels with spirit and enthusiasm, rather 
than playing the role of the expert, his 
ideas have more chance of running the 
gauntlet of organizational criticism and 
actually being accepted. In his staff role, 
without actual power to put his ideas 
into effect, the office manager or super- 
visor must throw out a multitude of 
new ideas with the hope that a few will 
fall on fertile ground. No wonder the 
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FOR BOTH 
MACHINES 


SO EASY, SO SMART, SO QUICK! Two simple operations com- 
plete a PLASTICO BINDING in minutes! Precision machines 
guarantee professional results. And these easy-to-operate ma- 
chines cost so little they soon pay for themselves — save you 
money from then on in. A few copies or thousands . . . catalogs, 
brochures, manuals, financial reports, price lists and many other 
items are all easily bound for a long life of handsome service, 


You'll be delighted with the way sleek, colorful PLASTICO 
BINDING enriches and modernizes. The way pages open flat 
easily . . . provide unbroken doubly-impressive spreads . . . turn 
smoothly no matter how thick your book. In a wide variety of 
rich colors, PLASTICO BINDINGS “spark” the simplest cover 
treatment with dignity and prestige. Get the details today! 


—— PLASTIC BINDING CORPORATION 
Dept. O 732 Sherman St., Chicago, 5 Illinois 


Please rush FREE MANUAL giving me full information about 
the new PLASTICO Hand-Operated Punching and Binding 
Units, 





PLASTIC BINDING CORPORATION — 


Originators of 


732 Sherman St. 
a 
Chicago 5, Ill 


P 





astic Binding in America Firm 
15 W. 24th St . Address 
New York 10, N. Y 2 





Saves $7 per M mailings 
,. reports one user 


The new Pitney-Bowes “3100” 
Mail Inserting Machine can gather, 
nest, and insert in envelopes up to 
four enclosures of varied size and 
weight...and close, seal, count and 
stack up to 6,000 envelopes an 
hour. With as much capacity as 
eight workers stuffing by hand, the 
“3100” is a tremendous timesaver 
—reduced one user’s time costs by 
$7.00 per thousand. 


This wonderfully efficient ma- 
chine makes inserting a minor 
operation...saves diverting people 
from their regular jobs and upset- 


Teall 
= 
w 


ting office procedures, or running 
up overtime. 


The “3100” permits prompter 
mailing, better scheduled mailings, 
wider use of the mails to promote 
your product or service. An option- 
al postage meter machine provides 
preferred metered mail postage — 
or alternative postage. 

Even with only occasional use, 
it can save more than its cost. Ask 
the nearest PB office for details. 
Or write for free illustrated book- 
let and case studies. 


PITNEY-BOWES 
Mail Inserting Machine 


Made by the originator of the postage meter... leading 


manufacturer of mailing machines. 107 branch offices with service 


coast to coast in the U.S. and Canada. 
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ADVANTAGES 


/e@ Speed— capacity up to 6,000 an hour. 
; Available in 1-to-4 station models. 

e Accuracy automatic detection of errors 
before envelopes are filled. 

e Simplicity of setting —can be adjusted to 
any job in minutes, without special tools 
or Skills. 

e Feeding —is positive friction type, 
handles wide variety of material from in- 
voices and statements to checks and tabu- 
lating cards. 

© Ease of operation — all controls handy on 
one side of the machine. 

© Versatility— handles widest range of en- 
velope sizes—from 6 by 3% inches up to 
12 by 6 inches; even nests enclosures inside 
one another while inserting. 

e Compact design— with straight-line, self- 
centering feed; all moving parts enclosed. 
e@ Preferred metered postage (Jst or 3rd 
class) is provided by an optional hookup 
with a PB postage meter. 

e Backed by Pitney-Bowes service from 
107 branches, coast to coast, in U.S. and 
Canada. 


PITNEY-BoweEs, INC. 
3454 Crosby Street 
Stamford, Conn. 


Send illustrated hooklet on the 
“3100” Mail Inserting Machine, 
and case studies. 


Name 





Address 


For More Information Circle No. 192 
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label pasting with 


King 


GLUERS 


Makes mailing and 
shipping faster, cleaner, cheaper. 


SAVE with lower cost, 
ungummed mailing 
labels—and get better 
appearance, neater 
mailings. 


Use in other places, too— 
for any labeling chore. 








TRUE PORTABILITY 
POSITIVE CONTROL * EASIEST CLEANING 
LOW COST « PAYS FOR ITSELF 








Ask for details. See your King dealer. 


inn 1] Sales and Engineering Co. 


441 Folsom Street, San Francisco-5 
For More Information Circle No. 312 


| office manager has to be a wellspring 


of original ideas. 


At lunch one day, a transcription 


| supervisor confessed to me_ rather 


guiltily, with the corners of her mouth 


drawn down, that she had given notice 
| and was moving to another company. 
| The new job looked fine, and was to 


be more responsible, but she still spent 


| most of her time talking about her old 


job. It seemed that it had provided 
plenty of security and good pay but, 
as she expressed it, “It was just too 
much effort to ever get anything done 


| there and it finally wore me down. I 
| planned a lot of good programs, even 
| got a few of them as far as the try-out 
| stage, but it was a battle all of the way 


and I wasn’t making any progress.” 
Various organization blocks had stood 
in her way. There are, however, as we 
shall see, ways of overcoming such 
obstacles. 

Having identified some of the major 
inner and outer blocks to originality in 
his own situation, an office manager 
can work at them as opportunity offers 


| and may manage to overcome, or at 


least diminish, some of them. In spite 


| of all the blocks, there is a factor work- 


ing on the side of the person who origi- 
nates a good many ideas and it works 
automatically. Ideas have a way of 
catching on and arousing excitement. 
acceptance and euthusiasm. Good 
ideas, “naturals” as we call them, have 
a way of spreading throughout a com- 
pany, to other companies, to other 


| cities and into books and magazines. 


This is the amazing way that ideas 
work against peoples’ inner and 
outer blocks. If you have a grand new 
idea, you can’t keep it to yourself and 
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ONE 


microfilm 
reader for 


BOTH 


roll film 
and 

unitized 
film 


Here is a universal reader that will sharply magnify your microfilm—16mm, 
35mm, whether on roll, jackets or aperture cards. Whether the images run 
vertically, horizontally, or upside down, the DOCUMAT reader will position 
them correctly and brilliantly on the high-contrast 11" x 11" screen. Finger-tip 
controls traverse and center your film for quick, easy reading. The DOCUMAT 
Reader weighs only 27 Ibs. and is 24" high. Instantly interchangeable lenses and 
adjustable condenser for varying enlargements—34 14x, 24x, 15x. 
THE DOCUMAT UNIVERSAL READER IS ONLY $350. 
(Other models from $245.) 


MADE BY THE MAKERS OF DOCUMAT MICROFILM FLOW CAMERAS 
@eeeeeeeeeeeeeeeeeeeeeeeeeeeeeee eee eee 


D O C U M A T ae. Send details on the Documat Readers 


385 Concord Ave., Dept. 121 
Belmont, Mass. Company 
Address 


Pa 
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Coast-to-Coast Dealer Service 





Why your best customer 
just got a busy signal 


When customers phone, they want you— 
not a busy signal. But, if your switch- 
board is jammed with inside calls, outside 
calls have to wait. 

A P-A-X business telephone system is 
the answer. P-A-X is your own private 
dial telephone system for calls within 
your organization. It is fully automatic 
... entirely independent of your switch- 
board. Leaves your present board free to 
handle outside calls swiftly and efficiently. 

Good things happen when you install 
P-A-X. Time is saved. Employees dial 
their calls, right from their desks—in- 
stead of walking to other offices. Exec- 
utives get action—instead of “Sorry, no 
lines.’’ Customers phoning in get you the 
first time they call 


For 


More Information Circle No 


There are no toll or rental charges for 
P-A-X. You own the system. And it soon 
pays for itself. 

We'll be glad to send you an interesting 
case history brochure that tells how 
P-A-X is saving important money daily in 
a business like yours. Write today for your 
copy. Automatic Electric Company, 
Northlake, Illinois. Jn Canada: Automa- 
tic Electric Sales (Canada) Ltd., Toronto. 
Offices in principal cities. 


xX business telephone systems 


AUTOMATIC <= ELECTRIC 


A member of the General Telephone System 
One of America’s great communications systems 
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neither can other people. Ralph Waldo 


Emerson observed that, “People will | 


beat a path to your door if you build 
a better mousetrap,” and this is true 
of ideas. 


How can originality be unleashed | 
and developed? Psychologists agree that | 
using originality is like learning. People | 
have the capacity to be original and | 
they can learn to exercise it and use it | 


more effectively, just as they have the 


capacity to learn how to throw a ball | 


harder, although this analogy should 
not be carried too far, because origi- 
nality involves complex emotional and 
personality factors. 


Studies by J. P. Guilford for the 


Office of Naval Research at the Uni- | 
Southern California have | 
shown that originality, closely associ- | 
consists | 
of factors which he calls “uncommon- | 


versity of 


ated with creative thinking, 


ness, remoteness, and cleverness” in 


a person’s reactions or ideas. These 


factors can best be explained in terms | 
of the tests which were found to have | 
significant loadings for originality. In | 
a quick response test, some people | 


showed uncommon responses, unlike 


the typical responses, to a list of 50 | 
stimulus words. Remote responses were | 
given by some people when asked to | 


list other uses for six common objects, 
like a newspaper, whose common use 


was stated in the test. Cleverness was | 


shown by some in writing new titles for 
two brief stories which were given, the 
titles being rated for cleverness by a 
series of judges who agreed with each 
other quite well. Guilford found some 


other tests significant to the same origi- | 


nality factors also, and concluded 
that, while further work was neces- 


THe Orrice—December, 1957 


IS THERE A FIRE 


You carry insurance because you know 
it’s smart to anticipate disaster. A fire in 
your future could be a real disaster — 
could actually put you out of business. For 
it’s a fact that 43 out of 100 firms losing 
their records in a fire never reopen. Be 
smart! Anticipate! Keep your important 
records in a Meilink A label safe. There 
is no safer safe in the whole wide world. See 
your Meilink dealer or write for folder 
to Meilink Steel Safe Company, Oakwood 
and Clinton, Toledo 6, Ohio. 


with MisuanlS ti for koops 


Most complete line of safes and insulated products 


Meilink Steel Safe Co 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files. 
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sary, “. . . considerable progress has 
been made toward the development of 
objectively scored tests of originality, 
with promise of satisfactory reliability.” 
We can all think of. uncommon notions, 
new uses for things and clever ideas 
which we have had in ‘the past. It is 
these kind of ideas which are really 


original. How can we draw on this | 


capacity more frequently and improve 
our ability at it? 

Guilford found a number of other 
factors which, with originality, are re- 


lated to creativity in people. Among | 


these were a sensitivity to defects of 
a practical nature, whether in mechan- 
ical things or in social relations; a great 
deal of fluency with words, associations 
and ideas; flexibility in thinking, and 
being able to forget the old functions 
for things and substitute new ones. 


It is obvious, when these factors in- 
volved in originality and creativity are 
considered, why the inner and outer 
blocks can have such a devastating 
effect on originality. It would be difficult 
to have uncommon associations or be 
flexible in thinking when a_person’s 
own perfectionism, or the pressure of a 
great deal of work, stood in the way. To 
be very practical, it takes time and free- 
dom to make farfetched and often 
ridiculous associations which must be 
sifted out later. It takes that spark of the 


unusual or the unconventional to have | 


many original ideas. Our minds must be 
at ease, not under a multitude of strains. 
We must associate freely and mull over 
the problem from all angles. We must 
catch on to the twists and the peculiar 
notions of a striking or clever nature 
which come to our minds. We must 
try to see things in a new light, or from 


<For More Information Circle No. 381 























mast apprecated 
ah business 
on personal gifts 


Your Choice of Pens or Pencils 
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ELECTRO-STYLUS 


for the finest ruling and 

drawing on mimeograph 

stencils and spirit masters. 

This slim precision instru- 

ment is used like a foun- 

tain pen to trace, draw 

and rule duplicating mas- 

ters for perfect reproduction. Lines won't spread, 
bleed nor tear stencils. Drawing and typing can 
superimposed. Electro-Stylus with 5 different 
points: only $14.95 postpaid. Moneyback guar- 
antee. 
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« Why does the Dictaphone’ Time-Master 
far outsell all other dictating machines? 


A. Because of the exclusive Dictabelt* record. 


DICTABELT advantages you get in 
no other dictation record: 

1. Dictation is recorded visibly — 
so you always know your place at 
a glance. 


2. Dictation is permanent— 
DICTABELTS can’t be erased or 
changed— valuable dictation is safe. 


3. You mail or file pictasBetts like 


ordinary letters— because they’re 
feather light, flexible, the size of a 
postcard. 


4. DICTABELTS are the most eco- 
nomical of all dictating media. 

5. Dictaphone’s unmatched serv- 
ice is famous the world over. 


For proof, contact local 


Dictaphone office. 


your 


DICTAPHONIE corporation 


420 Lexington Ave., New York 17, N. Y. 
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a different viewpoint, to analyze and 
define them differently. The important 
thing is that we must not go on thinking 


about the situation or problem in the 


same old way. 

Carl Rogers, psychologist at the Uni- 
versity of Chicago, points up some 
conditions within the individual which 
he feels are closely associated with being 
creative. The person, he believes, must 
develop: 

1. Openness to his experience. The 
original person must be open and flexible 
enough to take in all kinds of experiences 
at work, at home and at play, and shuffle 
them amongst each other so that unusual 
combinations and new ideas will appear. 
He must not be on the defensive, but 
awake and open-eyed, aware of everything 
going on around him. He should not be 
rigid in his reactions but the boundaries 
between his perceptions, beliefs, concepts 


and ideas should be permeable, so that | 


crosscurrents and contacts can occur 


readily. 


2. An internal locus of evaluation. The 


original person will be secure and settled 
enough psychologically so that he is not 
too sharply affected by the attitudes of 


other people. He can be unconventional, 
he can compare and evaluate for himself. 
He can release his mind from current 
anxieties and pressures enough so that, 
when unusual ideas strike him, he can 
judge them for himself. 

3. Ability to toy with elements and con- 
cepts. A person doing a jigsaw puzzle can- 
not expect to grasp the whole picture at 
once. He must have the psychological 
freedom and zest to try this and that, 
fumble about, fit all kinds of parts to- 
gether for the fun of it, and gradually 
watch the scheme take shape. Such a per- 
son does not get disgusted when progress 
seems to be lacking but continues to play 
about with ideas. 

Naturally, these qualities cannot be 
easily or quickly developed and some 
people have them to start with to a 
much higher degree than others. It is 
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Don’t do it the hard way 
- do it the PRONTO way! 


LOCATE YOUR RECORDS EASILY—No more fussing 
and fuming. With Pronto files your records are 
as active as your regular files. 

BEAUTIFUL APPEARANCE—Finish in attractive 
olive green to match your regular office files. 
STURDY CONSTRUCTION—Built of 275 Ib. tested 
corrugated fibre board... reinforced with steel 
on the shell and the four corners of the drawers 
as well. 

SAVE FLOOR SPACE—Prontos are constructed to 


interlock into solid units and stack as high as 
the ceiling. 


PRONTO 


STORAGE FILES 


Legal Size $4.55 


Letter Size 


$3.70 


Prices slightly higher 
in Texas, Colorado 
West of the Rockies and 
wtside the U.S.A 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N.Y. 
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PRACTICAL 
BEAUTY 


Make the stylish CONSOLETT 
a working member of your of- 
fice force. Its rugged, stable con- 
struction safeguards costly type- 
writers, calculators and other 
equipment. Large casters make 
it portable . . . rolls easily, an- 
chors at a toe-touch. 

Consolett comes in three at- 
tractive colors to blend with the 
decorating plan of any office. 

Ask your office supply dealer 
or write direct for literature and 
prices. 


STOLPER STEEL PRODUCTS CORP. 


318 Pilgrim Road 
Menomonee Falls, Wisconsin 








For More Information Circle No. 272 


not a question of forcing oneself to- 
ward them, or making “New Year's 
resolutions” about them. They can be 
achieved only gradually, with relaxation 
rather than more drive, and often only 
a step at a time. 

Asking oneself a series of questions, 
or discussing them with another person, 
often helps one to be more original. 
This technique is advised in work sim- 
plification, office methods improvement 
and cost reduction programs, and it can 
assist people consciously toward origi- 
nality. For example, here is a series of 
questions which can be asked about any 
particular office activity which is caus- 
ing trouble and might be improved: 

What? What is being done? What 
purpose does it have? Does it need to 
be done? Can it be eliminated? Are 
there alternative activities which will 
accomplish the same result? 

Where? Where is the activity per- 
formed? Why is it done there? Could 
it be done somewhere else quicker or 
easier or better? Could it be combined 
with another activity elsewhere? 

When? When is the activity per- 
formed? Why is it done then? Would 
another time be better? Could it be 
done in a different sequence or com- 
bined with another activity? 

Who? Who does it? Why is it as- 
signed to that person? Who else could 
do it? Can a less skilled person do it? 
Can it be combined with an activity 
done by someone else? 

How? How is the activity done? Why 
is it done that way? What other ways 
are there to do it? Are there easier 
ways? More efficient ways? Can it be 
analyzed to advantage into several ac- 
tivities? 
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makes copies 
in 4 seconds 


...gives you exclusive All-Electric speed 


In and out in 4 seconds. That’s All-Electric speed and simplicity. 
And you get it only in a THERMO-FAX Copying Machine. 
You copy by an entirely dry, clean process. No chemicals. No 
negatives. Just fast copies for as little as 5¢ each. If you haven’t 
seen it yet, why not arrange for a demonstration now in your 
own office? Send coupon for money-saving details today. 


Minnesota Mining & Manufacturing Company 
Dept. ES-127, St. Paul 6, Minnesota 


Thermo-F2x Send details on the time-saving, cost-cutting 


i. THERMO-FAX “Secretary” Copying Machine. 
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Company 


The terms THERMO-FAX and SECRE- 
TARY are trademarks of Minnesota Address 
Mining & Mfg. Co., St. Paul 6, Minn. 
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Something New In Letterhead Paper 


MADE BRIGHTER 
THAN BRIGHT WITH 
FLUORESCENT DYE 


PAPERS 


WESTON'S 


HAND WEAVE 


IN BRILLIANT WHITE WOVE OR LAID...AND COLORS 


Here’s the ideal paper for sales letterheads, Laid finish is also available in four 
announcements, notices . . . for any application attractive pastel colors: Ivory, Blue, 
that will benefit from added interest and atten- Green and Gray. Matching envelopes 
tion. Weston’s HAND WEAVE is now offered in in bright white and colors. 
both laid and wove finishes featuring a radiant Ask your printer to show you sam- 
blue-white color made outstandingiy bright with ples of this brilliant new letterhead 
fluore scent dye paper +e 6 write for the new 

Weston’s HAND WEAVI sample book 
Address Dept. OF. 


BYRON WESTON COMPANY 
Makers of Papers for Business Records Since 1863 
DALTON, MASSACHUSETTS 
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Alex Osborn, one of the pioneers in 
the development of brainstorming, who 
has written extensively on imagination 
and originality, suggests a stimulating 
group of questions to open the mind 
and bring up all kinds of possibilities: 

1. Put to new uses? New ways to 
use as is? Other uses if modified? 

2. Adapt? What else is like this? 
What other idea does this suggest? Does 
the past offer a parallel? What could be 
copied? Whom could I emulate? 

3. Modify? New twist? Change 
meaning, color, motion, sound, odor, 
form, shape? Other changes? 

4. Magnify? What to add? More 
time? Greater frequency? Stronger? 
Higher? Longer? Thicker? Extra value? 
Plus ingredient? Duplicate? Multiply? 
Exaggerate? 

5. Minify? What to subtract? Smaller? 
Condensed? Miniature? Lower? Shorter? 
Lighter? Omit? Streamline? Split up? 
Understate? 

6. Substitute? Who else instead? 
What else instead? Other ingredient? 
Other material? Other process? Other 
power? Other place? Other approach? 
Other tone of voice? 


7. Rearrange? Interchange compo- 
nents? Other pattern? Other layout? 
Other sequence? Transpose cause and 
effect? Change pace? Change schedule? 


8. Reverse? Transpose positive and 
negative? How about opposites? Turn 
it backward? Turn it upside down? Re- 
verse roles? Change shoes? Turn tables? 
Turn other cheek? 

9. Combine? How about a _ blend, 
an alloy, an assortment, an ensemble? 
Combine units? Combine purposes? 
Combine appeals? Combine ideas? 
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and foremost in automatic electric stapling 
now brings you an exciting, inexpensive 
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broken finger nails, etc.!) 
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COMPLETELY AUTOMATIC — staples in- 
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PORTABLE — plugs into any A.C. outlet. 
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by Staplex. 
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of automatic electric staplers. Why waste time, 
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How To Get Things Done 
Better and Faster 


BOARDMASTER VISUAL CONTROL 
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‘° Simple to operate — Type or Write on 
Cards, Snap in Grooves 
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Scheduling, Sales, Etc. 
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Over 200,000 in Use 
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FREE 24-PAGE BOOKLET NO. F-100 
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Also penholders, lead holders, 

carton openers, marking pencils. At pro- 

gressive dealers everywhere. Write today for 
free illustrated catalog! 


GRIFFIN MANUFACTURING CO. 
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Osborn discusses these questions in 
use and in detail in his book, Applied 
Imagination. When one gets ideas in 
this way, they should be developed 
in more detail and then evaluated. 
Judgment should not enter the process 
too quickly, however, although the de- 
velopment of the ideas alone is often 
enough to show that they have some 
serious drawbacks. Then the search 
must be started over again. 

It seems quite true that the greater 
the quantity of new ideas, the more 
sound and workable ideas are likely to 
result. At least this is the theory behind 
the group technique called no-negative 
or brainstorming meetings, which is 
becoming popular in business and in- 
dustry. The notion is that the more 
people thinking with originality to- 
gether, the more good original ideas 
will be forthcoming. Such groups are 
formed frequently of members with 
different training and backgrounds so 
each will have something different to 
offer for the solution of a problem, and 
they will stimulate each other more 
sharply. 

The rules which a_ brainstorming 
group follows are simple. Critical, nega- 
tive or judicial thinking or evaluation 
are ruled out entirely. The problem is 
stated as clearly and definitely as pos- 
sible. A large quantity of quick ideas 
is encouraged, with one member stimu- 
lating another. Groups run from four 
to eight or ten people. All are encour- 
aged to associate freely, to try to think 
of improvements; odd, uncommon com- 
binations of ideas. An atmosphere of 
enthusiasm is developed, with all re- 
straining influences eliminated. The 
ideas are listed and after the session 
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are evaluated by those qualified to do 
so. Often the results are reported back 
to the group at a later meeting. A 
quantity of ideas usually result from 
this highly flexible approach, there be- 
ing truth in the proverb, “Two heads 
are better than one.” 

Brainstorming is a fine technique for 
initiating more originality in the office 


PRESENTS 
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wide impressions on all types of paper 
stock, including airmailweight. Using 
paste ink, your finished work has that 
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and its use for this purpose is growing, 
although its immediate objective is the 
solution of some specific problem. In 
such a permissive atmosphere, in which 
everyone feels free to bring out his 
ideas, no matter how ridiculous they 
may appear at first, the psychological 
and organizational blocks to originality 
People later feel 


are broken down. 


@ Today's finest dual cylinder 
stencil duplicator. 
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Prices start at $199.00 
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manpower, Inc. 
trouble-saver 


IDEA no. &S 
for 


office 
managers 


When special rush jobs 
interrupt normal office 
routine, use Manpower, Inc. 
employees to absorb the 
extra work. 

Manpower, Inc. typists and 
stenos will step into 

your office and complete 
extra work quickly, 
efficiently and economically. 
No need to work 
permanent employees 
overtime—use our employees 
to keep all work current. 


Write for FREE 
“Office Managers 
Idea Newsletter’ 


manpower, Inc. 


800 N. Plankinton Ave., Milwaukee, Wis. 
OVER 100 BRANCH OFFICES COAST-T0-COAST 
For More Information Circle No. 275 








more like exercising their ability to 
come up with new ideas. Company 
communications and morale can be im- 
proved considerably by using brain- 
storming meetings throughout the or- 
ganization. Sometimes regular _ staff 
meetings can be livened up tremen- 
dously and made much more pro- 
ductive by brainstorming for short 
periods. However, no committee or 
group ever produced a work of art. 
Groups can foster the originality of their 
members; the original ideas and the 
capacity to have them come from 
within each one of the participants. 
These capacities must be developed by 
the individual, although the proper 
atmosphere in the office can be en- 
couraged by brainstorming. 

Ralph J. Cordiner, president of Gen- - 
eral Electric Co., recently said that, 
“The United States is rapidly advanc- 
ing toward new frontiers of economic 
achievement, where there is little in 
human experience to serve as a guide. 
This rush forward has been character- 
ized by some observers as a_ historic 
breakthrough from the economics of 
scarcity into the economics of abun- 
dance. In this great human adventure. 
the professional managers, who have 
done so much to create these unprece- 
dented conditions, will have both the 
opportunity and the responsibility to 
provide creative vision and responsible 
leadership.” Originality is a_ highly 
prized possession under these condi- 
tions. Everyone in the office, from mes- 
senger to supervisor and top office ex- 
ecutive, has a share of creative origi- 
nality. Theirresponsibility, to themselves 
as well as to others, is to seize the op- 
portunity and strengthen it to the fullest. 
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HERE’S HOW... 


Reynolds Metals Company cuts order processing time 


from days to hours with an ADP* System 


*Automated Data Processing 


Communications Center at Louisville, Ky., controls this system 


Order processing time at Reynolds 
Metals was cut from days to hours by 
an “automated” Ordermatic Service 
System. A customer's order received 
anywhere in the country now can be 
converted into a written production 
order at any one of Reynolds’ plants 
and acknowledged in a matter of hours. 


To achieve this saving, orders are 
sped by facsimile, Western Union or 
private Teletype, then processed auto- 


matically. Specially designed forms 


If you would like to read the details of the system in this booklet, 
ee write on your Company letterhead to the Moore office nearest you. 


by Moore are used throughout the 
system. Reynolds reports shorter proc- 
essing time, improved shipping notice, 
faster accumulation of order statistics, 
and reduced workload of salesmen. 
sales service and production control. 


The Moore Man, using Moore facili- 
ties, helped in scientific design and 
construction of the forms used. For 
help with your system, call the Moore 
man (listed in the telephone direc- 
tory) or write the nearest Moore office. 


eda! 
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MOORE BUSINESS FORMS 


NIAGARA FALLS, N. Y. 


DENTON, TEX. 


EMERYVILLE, CALIF. 


Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 


offices and factories across U. S., 


Canada, Mexico, Caribbean and Central America. 
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INSTALLING ELECTRONIC DATA PROC- 
ESSING SYSTEMS by Richard G. Can- 
ning. John Wiley & Sons, 440 Fourth Ave., 
New York 16, 206 np., $6. 

EDPM may stand for Electronic Data 
Processing Machines but for some com- 
panies which have become involved, says 
Mr. Canning, it has meant Every Damn 
Problem Magnified. In these cases the 
installation program wasn’t thought out 
in advance. The author tells management 
about the problems it must overcome be- 
fore it will get the “big” benefits from an 
EDP installation. Many present installa- 
tions represent merely equipment substi- 
tution, and are conceded an interim ap- 
proach. 


REPORTING FINANCIAL DATA TO TOP 
MANAGEMENT. American Management 
Assn., 1515 Broadway, New York 36, 192 
pp., $5.25. 

Executives of major companies ana- 
lyze top management’s requirements and 
show how to present financial data more 
effectively for sound management deci- 
sions. 


ELIMINATE COSTLY, TIME- 
CONSUMING "FARMING OUT"! 


Anyone can operate a PIONEER PAPER DRILL. A 
production machine with such quick set-up that 
short runs are a special delight. The small invest- 
ment is soon repaid and then goes on making money 
for you instead of someone else. You pay for a 
PIONEER whether ycu buy one or not. Accessories 
for cornering, slotting and slitting. Send for litera- 


ture today. 
PIONEER 


1130 NEBRASKA ° TOLEDO 7, OHIO 


For More Information Circle No. 324 


THe Orrice—December, 1957 





New Books 





13th ANNUAL BIBLIOGRAPHY. National 

Office Manasement Assn., Willow Grove, 

Pa., 48 pp., $5. 

Lists almost 1600 books and _ articles 
under 37 major classifications of office 
management subjects. Provides title, names 
of author and publication, date and page. 
An index tells where to obtain publica- 
tions. NOMA bibliographies have always 
been useful for reference purposes. 


WORK SIMPLIFICATION by Gerald Nad- 
ler. McGraw-Hill Book Co., 330 West 
42nd St., New York 36, 292 pp., $6.50. 


Describes how to look at work, see its 
important aspects, eliminate the unneces- 
sary parts and arrange the remaining work 
in the best order, and ascertain that the 
right method is used. 


the streamlined way 


for immediate communication 


With the Code Call Transmitter at the switchboard, the 
busy operator need no longer waste time locating per- 
sons away from desk or bench. She just presses the 
button on the Wheelock Code Call and a numerical 
code sounds off throughout the plant. The person be- 
ing paged then responds via the nearest telephone. 
The Wheelock Code Call is easy to install with any 
desired combination of chimes, bells, horns and other 
signalling devices. Write for Bulletin 4B-8. 


Signal 
Engineering 
& Mfg. Co. has 
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name to 
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‘“‘A whole week’s work 
now takes us just 4 hours...’’ 


with this new Ozalid One-Writing method for all 
accounting reports ! 


IT STARTED ONE DAY LAST YEAR— 
THE PRESIDENT CAME INTO MY OFFICE... 


WE'VE GOT TO DO SOMETHING ABOUT WEEKLY ACCOUNTING EACH OF THESE THREE GIRLS SPENDS A GOOD 


REPORTS. COPIES ARE GETTING UP TO MANAGEMENT TOO LATE PART OF EACH WEEK TYPING ACCOUNTING 
Se REPORTS AND RECORDS THE WEEKLY SALES 
| THINK I'VE GOT THE ANSWER ~~ REPORT. FOR EXAMPLE 


- LET ME EXPLAIN 


y 


s 


os wr 


A FEW MONTHS LATER... ; THE JOB IS REALLY A BREEZE NOW. IT 
ONLY TAKES ME 4 HOURS A WEEK 
I'M GLAD TO SEE WE'RE NOW ee 
GETTING THOSE REPORTS ON TIME : 


© YES. THEY'RE A LOT MORE ACCURATE, 
TOO. AND WE SAVE HOURS OF TYPING 
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BUT IF WE USED THE OZALID DIRECT COPY 
SYSTEM, WE'D ELIMINATE ALL THIS 
GIRL COULD DO THE JOB IN A LOT 


TYPING. ONE 
LESS TIME 


Lowest Cost Per Copy 


Ozalid Direct Copying ends wasteful ‘‘re- 
peat writing” in every department .. . 
makes dry, perfect copies in seconds. And 
a letter-size sheet of Ozalid paper costs 
you less than a penny—lowest cost per 
copy of any copying process. 


OZALID* 


THE PURCHASING DEPARTMENT LIKES DIRECT om > ] SYSTEMS 


me OURS SO MUCH, THEY'RE 


PUTTING IN § 


THEIR OWN OZALID SYSTEM A Division of General Aniline & Film Corporation 


In Canada: Hughes Owens Company, Ltd., Montreal 


Send coupon for full savings story 


Ozalid, Dept. I-12 

Johnson City, N. Y. 

Please send more information on Ozalid one-writing systems for 
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{_] Purchasing [_] Order-Invoicing {_] Accounting 
[_} Receiving [_] Production Control [|_| Engineering 


Name_ 





(PLEASE PRINT) 
Position___ 





Firm_ 
Address__ 
City 
For More Information Circle No. 194 
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amilton Mimeo Bond 


takes a fine impression 


and feeds beautifully 


You can forget about paper troubles when 
you use Hamilton Mimeo Bond on offset 
duplicating and mimeographing equip- 
ment. This top-grade sheet is pre-humid- 
ified to prevent waving or curling, precision 
cut to insure peak-speed runs. It’s made 
of selected pulps blended to bring out 
the best in each of them. You'll find it 
free of lint and fuzz, fast drying, and of 
excellent opacity. In bright white and six 
practical colors, Hamilton Mimeo Bond 


brings out the best in your work. 


HAMILTON PAPERS 


Hamition Paper Co., Miquon, Pa. 


Mills at Miquon, Pa., and Plainwell, Mich. + Offices in New York, Chicago, Los Angeles 


For More Information Circle No. 195 
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Look at an OLYMPIA and immediately experi- 
ence the feel of outstanding quality. Relax as 
you type and thrill to the action of it's spring 
cushioned keys. Feel the satisfaction of clean, 
clear, well typed pages that you will experience. 


In addition OLYMPIA gives you such plus fea- 
tures as... 





e Instantly interchangeable carriages 
from 12" to 35" 


e Automatic paper injector ... 
quick and accurate paper _inser- 
tion 

Writes BEST of all... e Convenient half-spacing, ideal for 


: : index cards, ruled paper and letter 
Because it’s built BEST of all. writing 


OLYMPIA DIVISION InteR-cONTINENTAL TRADING CORPORATION @)) 
90 WEST STREET * NEW YORK 6, N. Y. 


For More Information Circle No. 263 
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What’s 
happening in 
C. Ks office ? 











The Marchant calculator demonstration he insisted on 


... to see for himself how much the Marchant can speed up his company’s figurework 


Marchants are the ideal calculators for a big business 
like C. K.’s. 

They speed volume figurework by delivering an- 
swers faster, with complete assurance of accuracy, 
and with remarkable ease of operation. These are the 
unique benefits of Marchant’s exclusive proportional- 
gear mechanism which operates smoothly throughout 
the calculating cycle. No continual jarring start and 
stop; utmost dependability, longer life. 

Result: increased efficiency, important savings, 
throughout C. K.’s organization. 


FOLLOW C. K.’S EXAMPLE—MAIL COUPON TODAY 


MARCHANT CALCULATORS, inc. 


OAKLAND 8B, CALIFORNIA 


MARCHANT CALCULATORS, INC. + OAKLAND 8, CALIFORNIA 


(J You may have the Marchant Man arrange to demon- 
strate a Marchant calculator on our own figurework. 
Absolutely no obligation on our part. 


(1 Please send me free descriptive literature on Mar- 


chant calculators. 
FULLY AUTOMATIC 


MARCHANT 
FIGUREMASTER 





Modern Management Counts on Marchant 
For More Information Circle No. 
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the only 
To) Yam 8) a[ e116) 


FULLY 
AUTOMATIC 
ELECTRIC 
STAPLER 

by 

BATES 


And for steady, six outstanding features: 
continual operation completely automatic—operates at touch of the 
the big MODEL “C’ paper. The hand doesn’t have to touch the machine. 
pent ahta standard staples—holds 210 standard staples— 

: does not require expensive special staples. 


“Shoots” 5000 
Staples electrically. 
Fastens up to 
30 sheets. Single or 
double stapler heads 


stapler easily removable —uses standard Bates “56”. 
Stapler not integral part of electric unit, 
means continuous, dependable service. 
adjustable depth gauge — staples go where you want. 
No guesswork. 
soft rubber base —prevents slipping, marring desk. 


safety-matic — Current cuts off during loading. 
All moving parts covered. 
Really safe—no chance of finger injury. 


Write for further information to Dept. 20, 


ae - 7 -S~ Muelicladlair-mees 


Orange, New Jersey 
New York Office, 30 Vesey Street, New York 7 


For More Information Circle No. 241 
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THE OFFIce 





When does it pay to make 
your own Offset Negatives? 


If you want to improve the efficiency 
of your offset printing operation, 
look into the cost of negatives. You 
may be wasting time and money by 
not making your own negatives on 
a Kenro “Vertical 18” camera. Free 
negative cost calculator shows how 
much you can save. Investigate how 
easily you can make top quality line 
and halftone negatives on a Kenro. 
Send coupon today. 


KENRO GRAPHICS, INC. 


eee eee ee 


e 


Kenro Graphics, Inc. Dept. F-12 
25 Commerce Street, Chatham, N. J. 
Please send me 

[] FREE offset negative cost calculator 


(] FREE Kenro camera literature 

] I would appreciate a Kenro demon- 
stration. 

a 

Company........ 

Address 


For More Information Circle No. 239 


December, 1957 





For efficiency and economy...use 


THE DENNISON LINE 


Flag your needs NOW and order a supply of 
Dennison office aids from your stationer. 


ADDRESSING LABELS ‘ NOTARIAL SEALS 
MAILING LABELS, GUMMED STARS, DOTS, 
PARCEL POST LABELS, REINFORCEMENTS, 

AIR MAIL LABELS INDEX TABS 
PRES-A-PLY LABELS INDEX DIVIDER SETo 
RED BORDERED LABELS COIN MAILING CARDS 
FILE FOLDER LABELS ~ PAPER FASTENERS 
MENDING TAPE > KEY TAGS 
CORRECTION STICKERS METAL RIM TAGS 
CORRECTION TAPE \ SHIPPING TAGS 


Say “‘Dennison’”’ when you want the best! 


MANUFACTURING COMPANY 
Framingham, Massachusetts 


For More Information Circle No. 214 
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Uses DENOMINATOR 
to Tabulate Ail Orders! 


Supplying children with the joy that only 
a doll can bring calls for the monumental task of sorting and 
counting orders for more than 80 different sizes and styles. This 
daily task has been simplified and the time required to record 
orders properly for factory production has been cut in half! 


How? By tabulating such orders on the two assemblies of 
DENOMINATOR counters shown above. Without obligation, we 
cordially invite you to benefit by our nearly half century’s 

experience by sending us your sort and count problem. 
Write Dept.O-76. 


tH. 


The DENOMINATOR COMPANY, Inc. 
rk 261 BROADWAY, NEW YORK 7,N. Y. 
- “Cg Manufacturers of Tabulating Machines for 40 years 


For More Information Circle No. 260 
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The touch of genius in design and construction, combined with matchless 
Swedish craftsmanship, provide the world’s smoothest, fastest and 

most dependable adding machine: ‘‘addo-x’’—the only adding machine 
with calculator performance, preferred in 100 countries. 

The nation-wide “‘addo-x”’ dealers are listed in the “Yellow Pages” 

of your telephone directory. Write for free booklet No. 65 to: 

“‘addo-x inc’’——300 Park Avenue, New York 22, New York 


For More tnformation Circle No. 273 


O West European 


quality product 
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O West turopeon 


Look at these Roneo exclusives and you'll know why “‘Roneo 750” quality product 
is today’s best buy in Office Printing Equipment: ' 
1—clean inking with semi-paste tube ink, clean 25-second color change 
2—-perfect reproduction of photographs with ‘Roneotronic” stencils 
3——absolutely automatic inking with “Roneo Multiple Silk Screen” 
Ask your dealer to demonstrate or write to: 
“‘addo-x inc’ ——300 Park Avenue, New York 22, New York 


For More Information Circle No. 213 
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... enthusiastic commendations are pouring in from 
proud owners of Crystal-Clear Stemp-0-Glas Plastic 
Chair Mats! Stemp-0-Glas intensifies the charm 
and elegance of America’s finest offices, they say... 


N 
NEW YORK, N. Y. — 
Ww Stemp-0-Glas Chair 

Mats enhance the rich, 
SALT LAKE CITY, lustrous beauty of our 
UTAH — Stemp-0-Glas hand-woven carpets 
Mats do not detract 
from carpeting but 
rather add to it 


E 

. GADSDEN, ALA. — Not 

? only very practical but 
DALLAS, TEXAS — also very attractive. 
Stemp-0-Gias Mats We have heard many 
greatly enhance the favorable comments 
prestige of our Execu- 
tive Offices and 
the beauty of our im 
ported carpets 


theyre talking about... 


| | CLEAR PLASTIC 
me CHAIR MATS 


7 ~.. the original chair mats of this 
type, made exclusively by 
STEMPEL MFG. CO., and 


See your nearest office supply 
Bs PI nationally advertised. 


dealer, or write us direct. 


STEMPEL MFG. CO. 


2830 Roberta Street, Dallas 3, Texas 


UTILITY TABLES @ CHAIR MATS © ARCH BOARDS © CLIPBOARDS © ARCH FILES @ BLACKBOARDS @ COSTUMERS 
ARM RESTS @ DESK TRAYS 


For More Information Circle No. 191 
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Barbara Cummings with 28,500 mimeo- 
graphed copies run in four hours and 20 
minutes without re-inking machine which 
used new A. B. Dick Co. paste ink. 


Hungarian refugee 
Hildegard (David 
likes her job in an 
American office be- 
cause, Norman H. 
Saksvig, education- 
al director, Smith- 
Corona, Inc., says 
61% of American 
secretaries have a 
car, 59% a tele- 
vision set, 66% 
own record players 
and 60% own a 
portable typewrit- 
er. Miss David says 
Hungarian _ secre- 
taries have none of 
these. 


Tue Orrice—December, 1957 


$9 906 08 


Eliot Wright, cashier of State Mutual Life 
Assurance Co. of America, carrying $30- 
million in negotiable securities during 
firm’s move to new office building in 
Worcester, Mass. A total of $650-million 
was moved. 





Technicians at Datamatic Corp. during final tests of the first $2'2-million Datamatic 
1000 computer for the Michigan Hospital Service, Detroit. Seven more units will be 
delivered to other offices next year. 


You can give your 
children an office 
building for Christ- 
mas. This toy, 
made by _ Louis 
Marx & Co., has 
a battery powered 
elevator, revolving 
doors and furnish- 
ings for each floor 
including 16  fig- 
ures of people at 
work. 
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The Pitney-Bowes-National Cash Register magnetic character sorter (at left) can fine 
sort 10,000 checks—of varying sizes, intermixed—in two hours, an operation that requires 
from 14 to 28 hours manually. The sorter, manufactured jointly by both firms, is part of 
the new bank automation system announced by National Cash Register Co. 


Time can be saved when offices are painted with Bakelite WC-130 vinyl acetate resin 
latex paints which are relatively odorless and dry overnight. Some office work can con- 


tinue during painting, according to Bakelite Co., Div. of Union Carbide Corp. Paints are 
made by A. C. Horn Co. 
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A Modern Office in Moscow 


i 
Sovfoto 
Soviet office workers using key punch machines in the GUM department store in Moscow. 
Photos on this and the opposite page were taken last summer. 





Sovfoto 
L. Utkina and M. Ivanova operating calculating tabulators at GUM. 
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Sovfoto 
R. Voronina processing receipts and disbursements in the calculating machine section of 
the GUM department store, Moscow. 


Sovfoto 
The GUM store’s accounting office, Foreground adding machine operator is Z. Andreyeva. 
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Hollophane Light & Vision Institute, New York, has facilities for demonstrating pris- 
matic light control and showing new lighting equipment. Wall exhibits (shown at bot- 
tom) demonstrate such basic factors as light reflection, refraction, speed and uses of 
color in lighting. 


Cadet David Goodrich writes a letter on 
the new U. S. Air Force Academy’s sta- 
tionery which is engraved in dark blue and 
silver on blue Nekoosa Bond. A falcon, 
official mascot of the academy, appears on 
the letterhead. 





Marian Columbe, chief cal- 
culator operator in the con- 
troller’s department of Gen- 
eral Petroleum Corp., Los 
Angeles, lost a race with the 
firm’s ElectroData computer 
in solving a petroleum ac- 
counting problem. The dem- 
onstration was made over a 
closed television circuit for 
the Systems & Procedures 
Assn. of America’s conven- 
tion. Roger Kislingbury 
(seated) operated the com- 
puter. Arch B. Johnston 
(standing) is General Petro- 
leum’s manager of data pro- 
cessing research. 


T. I. Renshaw 
(left), president, Na- 
tional Management 
Assn., presents the 
Edward O. Seits 
Award for Inter- 
national Manage- 
ment to Adriano 
Olivetti, typewriter 
and office machine 
manufacturer. Mr. 
Olivetti’s efforts to 
further the free en- 
terprise system, his 
personal war 
against commu- 
nism, and his suc- 
cessful injection of 
Christianity into 
Italian industry, 
were lauded in the 
citation. 
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The 14 attorney members of the Philadelphia law firm of Blank, Rudenko & Klaus each 
has an office designed for his own preferences and work requirements. The office of 
William B. Rudenko has files, safe and refrigerated liquor cabinet along the walls. 


Offices of a Philadelphia Law Firm 


M. Kalman Gito- 
mer, labor attor- 
ney, uses a confer- 
ence table as a 
desk so that he can 
preside at labor ne- 
gotiations. 


Some of the lawyers wanted their secretary 
inside their office and others preferred 
her to be outside. This shows one of the 
separate secretarial offices. Chas. S. 
Nathan, Inc., New York, designed the 
offices in cooperation with Barton E. Ferst, 
a lawyer with the firm. 





Mr. E. P. Jorpan, Jr., 
General S les 
A, B. Dick Company, 
Mimeograph, Spirit, Azograpl 
Offset, Folding Machines, et 
Chica l 


We use the Traveletter System at A. B. Dick Company 


From a management standpoint we like it be 
cause it saves time and simplifies paper work. It 
reduces errors. Expenses are reported while they 
are still fresh in the minds of our sales representa 
tives. Also, Traveletter « xpense reports are con 
pletely compatible with our accounting methods 


Our sales representatives like Traveletters, too 
They like being reimbursed—without delay—for 
money they've spent. No one complains about fill- 
ing out a szmple expense report in order to cash 
a Traveletter. 


“As a credit reference, it’s excellent! We've been 
using Traveletters since 1949 and I've yet to hear 
of anyone having trouble cashing one 


Traveletter The Traveletter System reduces cash advan es, 


saves accounting time, prevents lost time and lost 


orders, builds morale of salesmen 
the better system for 


tending teavel expenes Used by companies employing from 1 to 1,000 
1andiung ave ) Ses. ° ¢ ‘ 


travelers, including United Aircraft Corporation, 
American Cyanamid Co., Western Electric Co., 
and many others 


Descriptive Brochure on Request 


TRAVELETTER CORPORATION @© GREENWICH 3 CONNECTICUT 
For More Information Circle No. 261 
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It's pretty tough to tell one of these 
thoughtful little sleuths from another! 

It’s just as difficult to tell the 

last duplicated copy from the first when you 
use all-new Colitho Direct Image Paper Plates 


and duplicating supplies. 


The secret of this greater uniformity is that 
from plate to plate, box to box and shipment 
to shipment, Colitho Direct Image Paper Plates 

are ph Control-coated to closer tolerances than 
ever before. And Colitho Etch and Fountain 
Solution are specially formulated 

to bring out the exact same sparkling appearance 


from every plate. 


COPIES Systems men and duplicator operators the 


country over are discovering this great new 


that look uniformity Colitho gives all 


‘ their offset duplicating. 
alike For the name of your nearest Colitho supplier, 
write: Columbia Ribbon & Carbon Mfg. Co., Inc., 

Glen Cove, New York. 


COLITHO 
| | OFFSET 
DIRECT IMAGE Tl DUPLICATING 
PAPER PLATES PLATES 
= 7 AND 

| SUPPLIES 


For More Information Circle No. 212 
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THE OFFICE 


TYPE WHOLE PAGES 
AT ONE TIME 


REPRODUCES PERFECTLY 


For 











FIRMLY LOCKED TO 
MAINTAIN VERTICAL 
AND HORIZONTAL 
ALIGNMENT 

ea 


@ VISIBLE MARGINS 


ONE, TWO OR MORE LINES 
HELD FIRMLY IN PLACE 


Provides multiple Visible Records 
... locked in place .. . yet easily 
changed. Multiliner is the ideal, 
practical way to maintain one-line 
or few-line records in compact vis- 
ible form, ready for reproduction. 


EASY TO ADD OR DELETE 


Multiliner can be changed quickly. 
No need to retype entire list just to 
change, add or remove a record. 
The individual record is flexed out 
and the new one inserted, regard- 
less of position in the sheet. Rec- 
ords always in proper sequence. 


@ TYPE WHOLE PAGE OR ONE 


CARD AT A TIME AS NEEDED 

Multiliner sheets roll into the type- 
writer as easily as a sheet of pa- 
per. Can be typed in sheets or in- 
dividually. Unique design keeps 
records locked in proper position. 


REPRODUCES PERFECTLY 

Multiliner lies flat with little more 
thickness than a sheet of paper. 
You get positive contact, clear 
sharp reproduction in duplicating 
machines, either flat or rotary type. 


Ask the man from Acme 
to show you samples 


District Offices and Representatives 
in Principal Cities 


Company 


Address 


City 


Send us more information on MULTILINER 


We are interested in Acme Visible equipment for 


rNer ie VISIBLE | RECORDS.INC. cCROZET VIRGINIA 


91257 


records 


Attention 


Zone 


More Information Circle No. 252 
December, 1957 } 











SYSTEM 














EASILY WITH 


Roli Labels 


NO. 60—Easy Starting slit and accurate perforations assure 
quick, clean tear—reduces spoilage—eliminates retyping 
—saves time. Deeply scored for speedy, uniform folding. 
Heavily gummed for easier application. Available in white, 
blue, manila, green, cherry, canary, buff, salmon and gold- 
enrod. Free-Feeding typewriter carriage box of 250 labels, 
each 146" x 3%" —oee 


Fanfold Labels 


NO. 50—SAME SUPERIOR QUALITY as EUREKA’S Roll 
Labels, but packed in Fan Fold box for typewriter use. Avail- 
able in white, blue, buff, canary, cherry, goldenrod, green 
and salmon. Box of 500 labels, each 14%" x33," ..75¢ 


AT YOUR FAVORITE STATIONERS 


Za 0) i ee od aN ee Ad i a fcmmere) i a7-Y. ad 
j Dept. 21 -Scranton, Pa. . 


For More Information Circle No. 211 
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Up to 50% 
of Production Costs 
on 
Davidson and 
Multilith 
Duplicator Plates 
with 
RAPID 
PRINTER! 





























Cut printing production costs to the 
bone by making your own pre-sensi- 
tized plates for Davidson, Multilith 
and other small presses . . . automati- 
cally, and with your present office 
staff! RAPID PRINTER actually pays 
for itself in one year if you make as 
few as six offset plates and duplicat- 
ing masters a week! Plates made 
with RAPID PRINTER give longer 
runs, have clearer dot structure, 
sharper line definition. Completely 
clean and completely trouble-free, 
RAPID PRINTER is the original and 
only completely enclosed carbon arc 
lamp and vacuum printing frame 
combination. 


é Contact your dealer 
com Da ny, Inc. or write for bulletin 230B 








General Office and Factory: 
824 S. Western Ave., Chicago 12, Ill. 
EASTERN SALES AND SERVICE: 215 FOURTH AVENUE, NEW YORK, N.Y. 


For More Information Circle No. 218 
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“Ooll'or Oud ? 


Bott VARY-TALLY 


Multiple-Unit Reset Counter 


Using Vary-Tallies is the fast, accurate way to KNOW. Because you know, you COUNTROL. 
separate the turnover items from the “turkeys” Because you control, you PROFIT! Note the 
in sales . . . the rejects from the okays in pro- construction features below . . . write for news 
duction — size by size, color by color, flavor by sheet and prices . . . tell us what YOU want to 


flavor, price by price. Because you count, you count. 


@ All Parts Corrosion-Resistant; Work- 
ing Parts of Hardened Steel 


_ Pr — @ Not Affected by Extreme Heat or 
Y ; 


acti 
am Cold 


eranged °* 
Arrong the 


Vary 
@ Individual Tag Above Each Counter- 


Window Not Strip Tabs 


bonks @ Veeder-Root Quality in Every Part 


wide, © 


ynits 


@ Easily Readable from Any Angle . 
Bold Figures Always Centered in Win- 
dow No Glare 


e Easily Portable, yet Ruggedly Built 
for Long Wear 


VEEDER-ROOT INC. 


HARTFORD 2, CONNECTICUT 
“The Name That Counts” 


CHICAGO 6, iL. - NEW YORK 19, N. Y. + GREENVILLE, S.C. + MONTREAL 2, CANADA 
OFFICES AND AGENTS IN OTHER PRINCIPAL CITIES 


For More Information Circle No. 210 
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it all adds up to a 
low cost high quality 
product the 


new Regna itemizing cash register 


a cash register, 
adding machine 
and simplified 
bookkeeping 
machine 

ALL IN ONE 
STREAMLINED UNIT! 


Ideal for all small and 
medium sized retailers 
i superb quality product 
n the low price class. Compact 
sturdy, precision-built; manual or 
electrically operated models in 
green or ivory 
¢ Customer gets itemized receipt of 
item purchased; Regna 
ly records copy for ownet 
and Grand Total are 
y registered and recorded 
in be instantly checked 
single item key records 
item sale in one swift operation 
add key allows use as adding 
machine-——without affecting Grand 
Total « Customer counting device 
hows volume of daily traffic 
¢ 6 designating keys for clerks, 
departments, special items ¢ Lock for 
_Grand Total and Sub Grand Total 
and for tape ¢ Individual keys for 
Charge Sales, Paid-Out, Non-space and 
at operations. Printing device 
store's name 


IN CANADA: Regna Cash Registers of Canada Ltd., 704 Notre 
Dame St. W.. Montreal, Que., and Business Equipment Machines 
489-R King St. W.. Toronto. Ont 


OUTSIDE CONTINENTAL U.S.: Jorgen S. Lien, Box 507, Bergen 
Norway 


Complete stock of Regna parts available throughout the U.S 


RecistiR® 


Regna Cash Registers, Inc. 
175 Fifth Avenue, New York 10, N. Y 


Gentlemen: 

Please send more information on the new Regna itemizing Cash 
Register and outline advantages of becoming a Regna dealer. 
Name 


Address... 


City 


For More Information Circle No. 278 
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$198.50 plus F.E.7. 
F.0.B. Chicago 
Other Models incl. Electric Model 


ANNOUNCING THE MOST ADVANCED FEATURES. IN SPIRIT DUPLICATORS 
CLEAN, SHARP COPIES WITHOUT INK, GELATIN, TYPE OR RIBBONS! 


- “the Sl no 
Cooy-rile “SIEVER- STREAK 


Exclusive “Margi-Set” raises or lowers repro- > Pre-Set guides Fixed position insures 
e duced copy to desired position while operating constant, correct alignment 
Copy-rite > Composition-faced, long wear side grippers. 
> Five position Color control — Clockwise Outlast all others. Positive single sheet feed 
operation First with Unconditional Three Year Guar- 
Exclusive quart capacity visible fluid supply . Yo Jrsqpedicde cod ce wh against 
with automatic fluid control — Less frequent Gelective parts or WOremNAREEp 
refills, no evaporation New Cadet Grey color blends with any decor 


For complete details on this Advanced-Design Duplicator and our complete line of 
highest quality Spirit and Stencil Supplies, write Dept. O-1 


1201 West Cortland Street Chicago 14, Illinois 


San Francisco Brooklyn 


For More Information Circle No. 209 
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Let us tell you why 
we make filing and finding of 
correspondence easy! 


SMEAD’S 


SIMPLE 
TO 

LEARN 
EASY 

TO 
OPERAT 
FLEXIBLE 


G SRO Ae o> 
Le Vv em 


NEEDED 


TELL-I-VISION SYSTEM 


REG. U.S. PAT. OFF. 


It is simple to learn because it reads like a book, from left to right. Starting on the 
left the primary guides are staggered to permit scanning while their alternating 
blue and orange tabs provide a color signal system. In the center of the drawer the 
green-colored tabs of the miscellaneous folders stand out prominently for ready 
reference. On the right hand side of the drawer the individual name folders often 
are distinctively marked with Smead’s Spi-Roll folder labels available in eight 


different colors for particular classifications. 


TO FILE YOU 
SIMPLY DO THIS 


1 Locate The Primary Guide. 

2 Find The Individual Name Folder. 
(For occasional correspondence file in 
the green miscellaneous folder) 

3 Insert New Correspondence. (Latest 

data always to the front) 


And finding is as easy as filing with 





Smead's Tell-I-Vision System. 





FREE FOLDER ... We have a new piece of 
literature which will give the “Gals in the office” 
some valuable tips on good filing procedure... 
when, where, how to file. . . and what with... 
(Smead’s supplies of course). Mail the coupon 
below and we will send it to you. 


| SMEAD MANUFACTURING CO., INC. ! 


HASTINGS, MINNESOTA 


| IN etiesiabineitias cianibiipiaaed aieectiliiassioaah fate ci eliceciaisididdiiinaseaplacminedttanbititt | 
Address ‘ ae - oe 
2 


| City ; Zone State 
a Ordered by 


For More Information Circle No. 
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paies FAST 
Does “NOT 


Ah BE BACKED UP UME 

PRIKTS MORE COPIES 

GES BIG PRESS PERF 
VESGNED FOR PROFESS! 

WOES MOT READILY SHIM ! 


” can 


for better printing 


From the land of the windmills 
...comes the litho ink with a pedi- 
gree. Since 1872 the Van Son family 
of Hilversum, Holland, has directed 
the “old world” science and craft of 
making the finest printing inks. 


Van Son Holland “Quickset” has 
brought to the smallest duplicating 
machines as well as the largest litho 
presses a full body of printing quality 


which reveals all the detail and brilli- 
ance of any plate, halftone or solid. 


“Quickset” is available in 40 high 
intensity colors in either conventional 
one pound cans, or the new handy 
and economical ink cartridges (for ink 
gun dispensing). Write today for full 
information and the new Van Son 
color swatch book. 


VAN SON 


HOLLAND INK 


CORPORATION OF AMERICA 


MINEOLA, NEW YORK 
STOCKED BY DEALERS IN 104 CITIES 


For More Information Circle No. 185 
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A Modern, Sturdy @ZZE Elevator Stand 
At Rock Bottom Price! OUR SPECIAL! 


Your Best Buy 
For All-Around Use 


Undercoated — to 
absorb noise 


e All steel 
All edges rounded 














Rattle proof 








Elbow type arms 








Tubular legs 

Rigid back brace 

baked enamel finish 
No. 1695 it -// 2 drop leaves 

“Our Special" E Soft rubber casters 


Exclusive 1-pe. 
Colors: Mist Green, Gray, Desert Tan leg bracket 
GY 
i 


ie 
AR lusive 


wy Power Pedal One Foot Adjustable (Ofeyatitaltieltt mi adl-laleMallilel = 


: Interstate Metal Products Co., Inc. Dept. H 
Other products made by Inter- (Otfice Equipment Division) 
state include a wide variety of 666 Lake Shore Drive, Chicago 11, lil. 


wardrobe and storage cabinets; Gentienen: Please send me FREE office equipment catalog 
steel elevator-type stands for | & price lists on Maso products 

heavy business machines; office NAME 
utility stands; plastic chair mats, 
etc. FOR FREE CATALOG SEND 


COUPON. 4 
a 


| 
COMPANY — 
AODRESS 








(city) (zone) ieee (state) 
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brand new, genuinely watermarked text, latest 
addition to the Wausau Impression Paper line 


€ 


WAUSAU TEXT is outstanding for the beauty of its texture and for the 
uniformity of its wove finish. This newest member of the Wausau line of 
Fine Impression Papers brings the total number of papers to ten and 
makes it increasingly easy for you to select the right paper for your 
job and your equipment. WAUSAU TEXT is an ideal offset sheet and 
may also be used on any stencil duplicating machine. WAUSAU TEXT 
is available in brilliant White and six modern pastel colors, in size 
82" x 11”, Sub. 70. 


WAUSAU TEXT Sample Books are available nationally 
through authorized distributors and stationers. 








® WAUSAU PAPER MILLS CO. 
General Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 


Mills at BROKAW, WISCONSIN 
Our 58th Year Member — Wisconsin Paper Group 


Artisans of 
Fine Papers 


For More Information Circle No. 217 


64 THe Orrice—December, 1957 





— gives you more 
filing inches in the 


same Floor space / 


ROL-DEX has an efficient 
new model in its family of 
cost saving STANDARD active 
record handling units. 


By using two and one-half decks ¥ 
or levels of rolling card trays, additional 


filing space is obtained without adding to the floor space used and 
without putting more load on the seated clerk. 


also provides for different size records 

Now ROL-DEX Standard can be used for economical handling of tab 
cards on end, 8” x 5” cards, and MIB (2%4” x 3%”) cards; as well as 
the regular tab card horizontal, 6” x 4” card or 5” x 3” card handling. 


Send for more information about these versatile, cost- 
saving STANDARD Rol - Dex units. 


WATSON MANUFACTURING COMPANY, Inc. 
Rol-Dex Division, Dept. OS-3 
Jamestown, New York 


equipment Please send information about ROL-DEX standard units to: 

: for active . Name_---_- , : .Company -- 
record NR caleinss bad Ee ee 
— handling aa i iidigicpamrnided’nnediadis Se 


’ 
; ’ 
1 ' ' 
 ——— ——— 


For More Information Circle No. 255 
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The new Olivetti Tetractys combines caleula- 


tions without intermediate figure re-entry. It 
processes business figurework at high speeds 
formerly associated only with non-printing 
calculators, and completes all calculations by 
printing results on tape. It has an automatic 
constant and a memory. It has two registers, 
for automatic accumulation. It has a single, 
simple 10-key keyboard. Olivetti Corporation 
of America, 580 Fifth Ave.. New York 36, N.Y. 


olivetti 


For More Information Circle No. 228 
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The Difference Between 
Systems Analysis and 
Operations Research 


NED CHAPIN, Systems Analyst, 


Stanford Research Institute, Menlo Park, Calif. 


YSTEMS ANALYSIS can be de- 
Sal briefly as devising methods of 
combining labor services, material serv- 
ices and equipment services to accomp- 
lish data processing in business. Let us 
now amplify the definition of systems 
analysis by discussing the seven major 
steps in doing systems work. 

The first major element is to define 
the objective. Usually the analyst is 
attempting to find better ways of ac- 
complishing data processing. 

The second element in systems an- 
alysis is to obtain cooperation. This 
means to establish communication with 
the employees in the. company whose 
jobs will be directly and indirectly af- 
fected by the systems analyst’s work. 
The analyst should obtain the coopera- 
tion of all who initiate requests to 
instigate, revise or abolish the use of 
any form. 

The third element is to gather data. 
This data must be the information that 
will enable the analyst to determine 
what should be the characteristics anc 
attributes of the system he devises. 

The fourth element is to analyse the 
data that has been gathered. This analy- 
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sis takes two forms: (1) the analyst 
usually data he _ has 
gathered by preparing a written pro- 
cedure describing the present system; 
(2) he usually attempts to identify the 
strengths and weaknesses of the present 
system with those particular parts of 
the procedure that give rise to them. 

The fifth element is to synthesize a 


organizes the 


new system. This involves evaluating 
the work done in the analysis stage and 
combining it with good, bright ideas 
about how the objective can be met by 
more economical use of labor, material 
and machine services. 

The sixth element is to install the 
newly devised system. This 
writing the new procedure, designing 
and printing the various forms, acquir- 
ing equipment supplies of the 
proper types and training personnel. 

The seventh element in systems an- 


involves 


and 


alysis is to follow up the installed new 
system to determine whether or not it 
is doing what was expected of it. 

A common definition of operations 
research is applying the techniques of 
science to the problems of business. Let 
us amplify the definition by discussing 
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the eight major elements in doing op- 
erations research work. 

The first element in operations re- 
search is to define the objective. 

The second element is to obtain 
cooperation. This is the same establish- 
ment of communication as was noted 
for the second element in systems an- 
alysis, but in operations research there 
is slightly greater stress on management. 

The third element is to gather data. 
Here again, this is much the same as 
the third element of systems analysis, 
but a more extensive data gathering 
job is done in operations research than 
in systems analysis. Frequently this col- 
lection of information is accomplished 
by the use of more technical types of 
techniques than is the case in systems 
analysis. 

The fourth element is to 
model. This construction of a 
really is the process of 


build a 

model 
looking for 
patterns of relationships in the informa- 
tion that has been gathered in the pre- 
ceding element. These patterns of rela- 
tionships are summarized by the model 
—a technical hypothesis expressed in 
symbol form. 

In operations research, usually models 
not wood, metal, 


are constructed of 


etc., but of symbols written on paper. 


To build symbol models usually re- 
quires an engineering or scientific back- 
ground, i.e., a person must have had 
technical training to express or repre- 
sent in symbols the relationships pres- 
ent in the gathered data. For this reason, 
persons who do operations research fre- 
quently are drawn from the fields of 
engineering and science. 

The fifth element in operations re- 
search is to test the model. This seeks 
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to determine whether the characteristics 
of the model are sufficiently accurate to 
represent adequately the characteristics 
of the situation being investigated. Often 
this testing is very extensive, and some- 
times it is done in part by simulation. 
In simulation the symbols that represent 
the model are expressed as numbers and 
are manipulated in relation to other 
numbers that represent the environ- 
mental happenings. Frequently the re- 
sults of the testing do not meet the 
objectives sufficiently well. Then a re- 
vision of the model must be made and 
the revised model tested. 

The sixth element in operations re- 
search is to design the system. The 
starting point is the tested model. In 
designing the system, it is necessary to 
provide for flows of information which 
can be interpreted by management to 
determine when a change in the com- 
pany operations is needed to meet the 
objectives on a continuing basis. 

The seventh element 
research is to install the system. 


in operations 


The eighth element is to follow up. 

From the definitions of operations 
research and of systems analysis given 
above, there does not appear to be 
much similarity. But when an examina- 
tion is made of the way in which sys- 
tems analysis and operations research 
are performed, some similiarity is ob- 
vious. The biggest difference appears in 
buildiug and testing the model which 
is functionally equivalent to the an- 
The 
difference arises because in operations 
research much greater stress is given 
to the analysis of the data. 

It appears that both operations re- 
search and systems analysis may result 


alysis step in systems analysis. 
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in the design and installation of a busi- 
ness system, and both involve similar 
elements although operations research 
uses more technical analysis techniques. 
This raises an important question: when 
is Operations research a better approach 
than systems analysis? The general 
answer can be given in the following 
terms: in some situations, the tradi- 
tional analysis techniques are not ade- 
quate to design a system sufficiently 
improved to satisfactorily meet the ob- 
jectives; but, in many of these situations, 
the technical techniques of operations 
research can design a system capable 
of meeting the objectives. Because the 
use of the more technical techniques 
requires more extensive and more highly 
skilled effort, the cost of operations 
research is often higher than the cost 
of systems analysis. When systems an- 
alysis can design and install a system 


capable of meeting the objectives ade- 
quately, then systems analysis should 
be used. When systems analysis cannot 
do the job, operations research may be 
required to design and install an ade- 
quate system. 


It will usually be observed that there 
are some things about a situation that 
can be controlled by management 
action, and some things which cannot. 
The variables (things) that can be con- 
trolled by management action are fre- 
quently referred to as “decision vari- 
ables.” Those variables that cannot be 
controlled by management action are 
referred to as “environmental variables.” 
The problem facing business manage- 
ment is to manipulate them so that the 
combination and interaction of the de- 
cision variables and the environmental 
variables yields the most favorable con- 
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ditions for the firm. This suggests two 
ideas: conflict and optimum. 

Conflict among the effects of vari- 
ables is one of the fundamental char- 
acteristics that identifies situations to 
which operations research techniques 
are most applicable. What is needed is 
to find the optimum balance point: the 
point at which the increased cost of 
materials is offset, by the largest margin, 
by the improved quality of the product. 
This is the optimum point at which 
management would like to operate. The 
need to determine the optimum under 
burdensome and costiy conditions is 
often beyond the techniques used in 
systems analysis. Because conflict situa- 
tions are inherently complex, i.e., they 
involve interacting variables whose con- 
sequences are not patently clear, power- 
ful techniques such as those of opera- 
tions research are needed to make an 
adequate analysis—From a talk at the 
International Systems Meeting of the 
Systems & Procedures Assn. of Amer- 


ica. 

















How to Type Better 
Offset Duplicating Masters 


BERNARD T. HAFFEY, Computer Systems Division, 


Ramo-Wooldridge Corp., Los Angeles 


USINESS firms establish their own 
B offset duplicating facilities to ob- 
tain faster service and reduce costs. In 
the results 
obtained fall below the expected per- 
formance in quality, speed and cost 
What can be this, 
especially in direct image work? 


some instances, however, 


done to correct 

There are two major areas in which 
careful investigation is necessary: the 
operation of the reproduction equip- 
ment and the preparation of masters 
for reproduction. It is the latter prob- 
lem which will be emphasized in this 
article. 

A duplicating department cannot 
produce quality work from poor mas- 
ters. Very often it is the poorly pre- 
pared master which slows the rate of 
production and raises costs. The pre- 
dominant for improperly pre- 
pared masters is the lack of training 
provided secretarial personnel. Lack of 
familiarity with offset master prepara- 
tion can be frustrating to the best typ- 
ist for, without training in the basic 


reason 


fundamentals, even an excellent typist 
will make the mistakes which result in 
delays and disappointments. 

To produce the expected quality of 
work, it is necessary to train personnel 
to recognize the many pitfalls which 
lead to poor reproduction, The major 
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factors which should be covered in the 
training program are: 

1. The Typewriter. Make sure it is 
in good mechanical condition; the bet- 
ter the condition, the finer the repro- 
duction. Check typebars to see that 
they are thoroughly clean. See that the 
paper rollers do not touch the typing 
line. Position paper fingers outside the 
image area, especially when using ace- 
tate ribbons. This 
smudges on the 
roller can pick up ink and transfer it 
where it is not wanted. With a manual 
typewriter, use an even touch. 
ing the touch from light to heavy will 
produce uneven ink distribution on the 


will avoid ink 


master, because the 


Vary- 


copies. When using an electric type- 
type an experimental 


using different pressures. Indicate the 


writer, master 
pressure number below each line, and 
have a few copies run. A comparison 
will show you which pressure provides 
the sharpest image. If the pressure is 
heavy, characters will appear hol- 
uninked in This is 
known as embossing. If the pressure is 


S 


too 
low or the center. 
too light, characters will fade as the 
master is run (Fig. 1). A backing sheet 
will help prevent embossing. 

2. Erasures and Corrections. Do not 
erase too deeply. If the surface of the 
master is broken, a smudge will appear 

Tu 
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This. line was typed at number 10 pressure, 


This line was typed at number 9 pressure. 
This line was typed at number 8 pressure. 
This line was typed at number 7 pressure. 
This line typed at number 6 pressure. 
This line typed at number 5 pressure. 
This line typed at number 4 pressure. 
This line typed at number 3 pressure 
Th s line was typedat number 2 pressure. 
This lin was .,pedai numb r 1 pr ssu 
Thelin was pia ambr 0 pr ssur 


Fig. 1. When typing pressure is too light, characters will fade during the run. 


©, ©. ©, 2. / >, 2, 2 *, ©. .% ,@ ,%. ,% ,@ 
O06. 6¢ 64 ¢ 7 oe 
o.¢ as OO. OO. OO. O¢ OF OO, 0,9 0,9 0,0 0.0 0,0 


* * A . .« 
¢ ¢ ¢ ¢@ @ '¢@ * ¢ ¢ @ ¢ “¢ = 


RO eLeeceeloereeleeleeloele 
This is an example dé an erasure made too deeply. 


The word of was erased, 


This is amerasure made too lightly. 


The word an was erased. 


This is an example of a perfect erasure. 


The word of was erased. 


Fig. 2. Erase lightly so that the surface of master is left unbroken. 
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(A) Place the top edge of sheet 
on this line (regardless of size) 

CAUTION: The closest distance 
that the top of the image can be 
started from the top of the paper 
is “se”. This’ space is required for 


gripping the -paper as it passes 


(B) For post cards and paper up 
to 4° wide, center sheet over 
boundary lines 

If sheet covers boundary lines) 
lift up lowe: portion for visually 
checking equal spacing outside 
of lines 





through the Duplicator. 


(C) For paper 4” to 8'/2" wide 
place right edge of sheet on this 
line 





The three “stop here” arrows in 
left margin denote that typewrit- 
ing is within three lines of 
bottom of sheet (D) For paper wider than 8'/2", 
locate the middle of the sheet by 
folding the top edge in half 
Open up and place the crease in 
line with this arrow point 


LOCATING IMAGE ON MASTER 


To lessen the need for adjustments by the machine operator, it is good practice 
to place the image in a uniform location on the master. To determine where to 
place the image, follow the above directions for the size of paper you intend to 
use 


Always handle the master along the edges 


EXAMPLE 


Using an 8'/2" x 11" sheet 


1. Place top edge of copy sheet on the top line of the master. (See A) 
2. Line up right edge of copy sheet on long broken line at right of master 
(See C) 


With an A-M approved non-reproducing pencil, make a slight depres 
sion through the copy sheet and into the master at the top left hand 
margin of the image. Then lift up the corner of the paper and mark 
this slight depression using the same pencil so the starting point can 
be readily found later 


Insert the master in typewriter. Use an A-M approved ribbon or pre 
pare the image by any of the methods outlined on the reverse side 


MAKING CORRECTIONS: 
Use an A-M approved eraser. A few strokes are usually enough to remove 
unwanted image from the surface of the master. ONLY ONE ERASURE 
SHOULD BE MADE IN ONE SPOT. The eraser should be kep! clean by rub 
bing on clean paper 





When necessary to reinsert a typed master into the typewriter lay a clean 
sheet of paper over the master to preven! the typewriter feed rolls from 
smudging the previously typed image 


"x 12” Master.) 
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Courtesy Addressograph-Multigraph Corp. 
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Fig. 3. Instructions for positioning copy on an offset duplicating master. 


December, 1957 











on the copies. Erase lightly so that only 
the surface grease is removed, and re- 
type with a normal touch. A _ faint 
image, remaining after an erasure, will 
not reproduce. Make only one erasure 
in One spot (see Fig. 2). 

3. Handling Masters. Offset masters 
should be handled carefully, by the 
edges, to avoid fingerprints in the image 
area. Since masters reproduce from a 
grease image, natural skin oils and 
greasy cosmetic preparations cause ink 
to adhere where they touch the master. 
resulting in fingerprints or smudges re- 
producing on copies. Folds or creases 
in the master will also reproduce. Send 
your masters to the duplicating depart- 
ment in the cardboard boxes they are 
packed in or in plastic envelopes. This 
will prevent folds or creases. Here is 
how a fingerprint reproduces: 


4. Guide Lines. Sometimes it is nec- 
essary to draw lines or forms on the 
master. These may be drawn with 2 
reproducing pencil or reproducing bal 
pen. Caution: if you use a non-repro- 
ducing pencil to draw lines and then go 
over the lines with a reproducing pen- 
cil, the image will disappear after a 
few copies are run. This happens be- 
cause the solution applied to the mas- 
ter, before it is run, removes the non- 
reproducing pencil and most of the 
lines you want to reproduce. 

5. Positioning Copy. Become familiar 
with the correct methods for position- 


\/ 
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ing copy on the master, especially when 
the finished copy will be less than full- 
sheet size. Fig. 3 illustrates an instruc- 
tion sheet available from one of the 
manufacturers of offset plates. It pro- 
vides complete directions for position- 
ing copy. 

6. “Field Trips”. One of the best 
ways to dramatize the importance of 
proper master preparation is to show 
secretarial personnel an offset duplica- 
tor in operation, preferably using one 
of her own masters. The flaws in copy 
preparation become immediately ap- 
parent when the master is run. The 
machine operator or the duplicating 
supervisor can point out the mistakes 
they caused. This is probably the most 
effective o/ all the training techniques 
you could use. 

7. Supplier Assistance. Do not hesi- 
tate to call in the representative of your 


offset equipment or supply company. 
Let him know your problems and seek 


his advice. He can provide not only 
technical advice on the operation of 
your equipment, but valuable material 
which you can use to train personnel 
to produce quality copy. 

By following the fundamental rules 
for training personnel in the correct 
preparation of masters~you will dis- 
cover that service will be faster and, 
as the quality rises, costs can be sub- 
stantially reduced. The preceding sug- 
gestions are, by no means, all inclusive 
of the problems involved in turning 
out quality reproduction. They merely 
indicate the approach to a training 
program which will produce results for 
you. 


\/ 
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Office Salaries and 
Wage Differentials, 1956-57 


HERBERT SCHAFFER, Bureau of Labor Statistics, 


Division of Wages and Industrial Relations 


VERAGE PAY LEVELS increased recorded during 1956 slightly exceeded 
" “Sspeneaewdda 5% during 1956, ac- those recorded during 1955, while in- 
cording to studies by the Department of | creases for skilled maintenance men 
Labor’s Bureau of Labor Statistics in and unskilled plant workers fell slightly 
17 labor markets, during the winter of below last year’s rise in earnings. How- 
1956-57. (See Table 1). The increases ever, taking the groups as a whole, 


in earnings of women office workers’ there was little difference in the in- 


Table 1. Indexes of average weekly salaries’ in 14 areas, 1956-57, and percentage 
changes for selected periods’. 


Percent changes in earnings 
Indexes (1953= 100) 





| 
Women office workers 





Women office workers 





1953 1954 1955 
to to to 
1954 1955 | 1956 








Northeast: 
Boston-. - -- TEEPE ee 


New York City 
Philadelphia 
South: 


North Central: 
Chicago - - 
Cleveland. 
Kansas City ---- 
Minneapolis-St. Paul----- | 

West: 

Los Angeles-Long Beach 5 
Portland .0 
San Francisco-Oakland --- 112..7 


“. 





























1 Average weekly salaries are earnings based on hours for which employees receive their 
regular straight-time salaries. 
Pittsburgh, Birmingham, and Seattle, included in the current studies, were not surveyed in 
1953 (the base year of the indexes), 1954, 1955 or 1956. 
Years ending June 30. The periods studied varied among the areas 
*Not surveyed this period. 
Revised 
® Not surveyed in consecutive periods between 1953 and 1957 
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creases 1956 
1955. 

Pay levels were generally highest in 
the larger western (Los Angeles and 
San Francisco-Oakland) and north cen- 
tral (Chicago and Cleveland) areas and 
lowest in the southern areas (Memphis 
and Dallas). Maximum wage differences 
among the 17 areas wee smaller for 
office workers than for plant workers. 
In general, earnings of office and plant 
workers tended to be higher in manu- 
facturing nonmanufacturing, 
and men earned more than women in 
similar jobs. 

Over the period 1953-1957, all- 
industry average earnings for workers 
studied increased about 20%. Average 
salaries for women office workers rose 
19.7%. 

Percent increases in earnings levels 
during 1953-57 varied 
among Largest increases were 
recorded in Kansas City for office 
workers: 23.6%. At the lower end, 
Buffalo had a 15.2% increase for office 
workers. 

The variation in amount of increase 
was smallest in Los Angeles and Phila- 
delphia and greatest in Atlanta. During 
1956, women office workers registered 
a 5.2% average in weekly 
salaries. The increase was 3.4% in 
Atlanta and 6.5% in Philadelphia. 

Secretaries had the highest average 
pay of all female office jobs studied in 
most areas. Their average weekly sal- 
aries ranged from $65.50 in Memphis 
to $84 in Los Angeles-Long Beach and 


registered during and 


than in 


substantially 


areas. 


increase 


exceeded $75 in nine areas including 


all four on the west coast. General 
stenographers averaged $60 or more 


in all except Memphis ($56.50) and 


Boston ($58.50). The difference be- 
tween secretaries and general stenog- 
raphers ranged between $9 in Memphis 
and Boston to $16 weekly in New York. 

Class A accounting clerks had next 
to the highest salaries among the 
women. Although their pay was higher 
than that of secretaries in Birmingham 
and Kansas City, they usually averaged 
$2-6 less a week in other areas. 

Among the lower paid jobs, average 
weekly salaries of office girls ranged 
from $43.50 in Memphis to $56 in 
Los Angeles-Long Beach and San 
Francisco-Oakland. 

Class A accounting clerks had the 
highest pay in the six men’s office jobs 
studied. Their weekly pay ranged from 
$80 in Boston to $98 in Pittsburgh and, 
in ten areas they received between $87 
and $91.50. Men’s salaries were highet 
than women’s in similar jobs by the 
following average amounts: order clerks, 
$20.50; payroll clerks, $17.50; class A 
accounting clerks, $16; class B= ac- 
counting clerks, $13; tabulating machine 
operators, $9.50. The difference in pay 
of office boys and office girls was small 
in most areas. 

By averaging the pay for occupa- 
tional groupings and assuming the 
existence of a constant employment 
relationship between jobs in all areas, 
estimates of pay level differences were 
constructed. Variations in types and 
employment importance of industries 
in different areas tends to explain the 
area pay relatives shown in table 3. 

For comparison purposes, pay levels 
for each grouping of jobs and indus- 
tries in each area are expressed as per- 
centages of like groups in New York 
City, adjusted for differences in survey 
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timing. On this basis, the clerical pay levels were 104-105% of New York. 
level in Los Angeles was 107% of the Other areas ranged from 85% for 
New York level (table 3). Chicago. Memphis to 99° for Pittsburgh. This 
Cleveland and San Francisco-Oakland pattern closely followed the distribu- 
ELE! AOE PLAS ANTE EN SETAE MLE: INNER 
Table 3. Relative pay levels of office workers’ in 17 areas, by industry division and sex, 
winter 1956-57. 
{New York City=100] 





All industries | Manufacturing | Nonmanufac- 
turing 








Northeast: 
96 


New York City 100 
Philadel phia----_-_-- 101 
Pittsburgh 
South: 
96 


102 
98 

North Central: 
109 


Cleveland 117 

Kansas City 102 94 

Minneapolis-St. 
Paul 


West: 
Los Angeles-Long 


Birmingham-..------ 


100 96 91 


107 | 111 105 | 108 | 105 | 105 | 111 105 
Portland 97 |} 108 | 96] 96] 107} 94] 98 | 109 96 
San Francisco—Oak- 

105 | 109 | 104 | 107 | 109 | 107 | 103 | 107 103 
100 | 110 99 | 104 | 114 | 103 98 | 109 96 
































1 These indexes are based on weekly salaries for the following occupations. 
Men—clerks, accounting, class A; clerks, accounting, class B; order clerks: 
office boys; tabulating-machine operators; Women—billers, machine (billing)’ 
bookkeeping-machine operators, class B; comptometer operators; accounting 
clerks, class A; accounting clerks, class B; file clerks, class B; payroll clerks; 
key-punch operators; secretaries; stenographers, general; switchboard 
operators; typists, class A; typists, class B. 
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tion of pay relatives for women, re- 
flecting the predominance of women in 
offices. 

For men, pay relatives ranged from 
117 in Cleveland to 96 in Atlanta and 


Boston, and were 108 or more in the 


Job group 
Office workers 


Plant workers 
Maintenance 
Custodial 
Material movement 


four western areas and in Buffalo, 
Pittsburgh, Chicago and Cleveland. The 
differences in wage levels between the 
highest and lowest pay areas for office 
workers and plant workers are shown 


below. 


Percent difference be- 
tween highest and 
lowest area relatives 


Manu- 
factur- 
ing 





Nonman- 
ufactur- 
ing 
24 25 
44 55 
24 48 
4? 78 
5 t 57 


Union Membership of 
White-Collar Workers 


HARRY P. COHANY, Bureau of Labor Statistics, 


Division of Wages and Industrial Relations 


AST YEAR, union membership 
pecan approximately 18.5 mil- 


lion, reflecting a 3% net gain over a 
2-year period, or an increase of slightly 
more than 500,000. On the basis of 
union reports, supplemented in some 
cases by Bureau of Labor Statistics 
estimates, membership of affiliates of 
the American Federation of Labor and 
Congress of Industrial 
stood at 16.9 million and unaffiliated 
national unions claimed 1.6 million. 
The proportion of union membership 
to the total labor force remained un- 


Organizations 


changed from 1954 at one out of four. 

Of the 189 unions accounted for in 
the 1957 Directory of National and In- 
ternational Labor Unions in the United 
States, 130 had a total of slightly more 
than one million members outside of 
the continental United States, primarily 
in Canada. About 3.4 million women 
were union members. White-color work, 
i.e., professional, clerical, and sales, ac- 
counted for 2.5 million members. 

In this survey, the bureau attempted, 
for the first time, to obtain data on 
white-collar membership in national and 
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BURROUGHS 





Letter perfect! There’s nothing 
like M & V typewriter ribbons and 


carbon paper for clean, sharp 
originals and legible, smudge-free 
copies. That goes for Tagger, Silk 
Spun, M & M and Plenty Copy... 
ribbons and carbon paper matched 
to each other—and unmatched by 


DIVISION, BURROUGHS CORPORATION, 


any other—for superior work! M 
& V’s been making good impres- 
sions for 75 years . . . why not let 
them make some for you? Your 
stationer can tell you which of 
these smartly packaged products 
is right for your job. Call him today, 
or write Dealer Sales Department. 


DETROIT 32, MICHIGAN 












Sold ‘and serviced in more than 100 eduntrids 





he * 





saternetionst Export offices: Atvidabergs, Stockholm, cs Odhner, Gothenburg, Sweden 











forever 25 a long, long time... 


We are not suggesting that Swedish-made Facit and Odhner Business 
Machines will last forever—but—Here’s what our dealers ave saying: 


Take Milwaukee, for ex- 
ample. Mr. W. J. Crowley 
of Crowley, Inc., writes, 
“No Facit or Odhner ma- 
chine has ever been turned 
in anywhere in this terri- 
tory.” As far as we know 
this is true of all other 
territories too. 


Denver, too. Mr. Louis 
Santangelo, J. S. Stahl Co., 
Denver, Colorado, reports, 
“Facit and Odhner ma- 
chines are tooled and pro- 
duced with such precision, 
it is not surprising they last 
and last and last.” 


Why not find out for yourself the many, 
many reasons why a Facit Calculator or 
an Odhner adding machine is exactly 
the machine you need—for every 


detail on our quality line, write: 


FACIT, INC., 404 FOURTH AVE., NEW YORK 16, N.Y. 


235 MONTGOMERY STREET, SAN FRANCISCO, CALIF. 


Pioneering in Calculators since 1884, Manual and Electric. 


See your Classified Phone Book or write above address. 


For More Information Circle No. 


And Reno. Mr. Norman 
Harper, Associated Busi- 
ness Machines, Reno, Ne- 
vada, states, ‘“‘As far as we 
are concerned, the Facit and 
Odhner machines we've 
placed throughout our ter- 
ritory will still be operating 
when the next century rolls 
around.” 





members em- 
ployed in professional, technical, sales, 
and clerical occupations. It 
expected that an accurate count of 
white-collar membership could be ob- 
tained. It 


international unions — 


was not 


is difficult to define “white- 
collar” work in a general questionnaire 
so as to take account of all the border- 
line occupations. Few, if any, national 
unions with both blue and white-collar 
workers maintain separate records for 
each group. As was pledged in the 
questionnaire, estimates made by in- 
dividual unions are not shown in the 
directory. 

On the basis of reports (largely esti- 
mates) from 125 unions, supplemented 
by bureau estimates for 59 unions, 
white-collar membership amounted to 
approximately 2.5 million (see table). 

Members in this category represent 


than 15% of all members of 

national and international unions. 
Slightly more than half of all white- 

collar members were in 37 unions which 


less 


were made up almost entirely of clerical, 
three- 
fourths were in unions where they com- 
prised 50% or more of the membership. 
About half of all national and inter- 
national unions reported no white-collar 
members or were believed to have none. 

The great bulk of white-collar mem- 
bership was in unions operating pri- 
marily in retail trade, public service, 
communications and transportation, and 
in the entertainment industry. However, 
several blue-collar unions also reported 
a substantial number of white-collar 
members, although in each union they 
represented only a small proportion of 
total membership. 


sales or professional workers; 


Estimated distribution of white-collar workers who are union members, 1956’. 





Percent of membership in 
white-collar work 


Number 


Number of 
white-collar 
of members 
unions (in thou- 
sands) 


Percent of all 
white-collar 
members 





Less than 10 percent 

10 and under 30 percent 
30 and under 50 percent 
50 and under 70 percent 
70 and under 90 percent 
90 percent and over 




















1125 unions reported 1,740,000 white-collar members. 64 unions did not 


report the number of su 
approximately 723 


members. 
000 white-collar members and 43 unions had no white- 


It was estimated that 16 of these had 


collar members. For 5 unions, appropriate information on which to base an 


estimate was not available. 


Nore: Because of rounding, sums of individual {tems do not necessarily 


equal totals. 
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Courtesy Bureau of Labor Statistics 
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This is the photocopier that 


DARES TO OFFER PROOF 
OF AMAZING SAVINGS! 


Know the important differences in copy- 
ing machines before you buy! Cormac 
is one machine that has no “blind spots.”’ 
It copies everything you see on the orig- 
inal—ink, typing, crayon, pencil, photos, 
blueprints, rubber stamp or spirit dupli- 
cation, everything—sharp and _ clear. 
Nothing ‘drops out.’’ Cormac copies 
are permanent, besides. Every Cormac 
is fully motorized, works in any light, 
is guaranteed for life. Cormac does more 
kinds of work at greater savings. Let 
Cormac demonstrate these savings on 
your kind of work, in your own office. 
Mail the coupon today. No obligation. 








CORN ASC 
PHOTOCOPIERS 


e@ Copy anything in seconds... and 
for pennies. 

e Guaranteed for life by the makers 
of the world’s most complete line 
of desk-top photocopy machines. 





This is the coupon that brings 


the proof to you FREE! 


/f you make § copies or more a day 

of anything, there’s a Cormac 
that will save you time and money! 
Desk-top Cormacs .. . portables for field work 
. . . Cormacs that copy from bound books... 
Cormacs that make copies up to 18 inches wide 
by any length . . . 10 different models, for 
every copying purpose. 


CORMAC PHOTOCOPY CORPORATION 


80 Fifth Avenue,NewYork11,N.Y. ORegon 5-9310 


Branch Offices: 
1638 Beacon St., Boston 46, Mass. 
COpley 7-7152 
663 N. Heliotrope Drive, Los Angeles 4, Cal. 
NOrmandy 3-8256 


CORMAC PHOTOCOPY CORPORATION i 
80 Fifth Ave., N. Y. 11, N. Y. ° Dept. 66 4 


I would like to see a Cormac Photocopier perform 
in my own office, on my own work. Please have 
the nearest Cormac dealer contact me to arrange 
a demonstration at my convenience. i 


Name 8 


Company 


! 

) | 

Address, . ‘ i 
i 

) 
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Purchase Order Forms Change 


Stops Late Deliveries 


PHIL HIRSCH 


Y CHANGING its purchase order 
form, American Wholesale Co., a 
Chicago mail-order supplier with na- 
tional distribution, has been able to 
eliminate almost completely a vexing 
problem faced by many companies— 
how to get suppliers to deliver on time. 
They also improved the procedure for 
preparing these Direct Factory Orders 
which cover merchandise shipped di- 
rectly to customers by the suppliers. 

Basically, what the company did was 
to centralize the supplier data, pre- 
viously stored in a number of places, 
which must be typed on all DFO orders 
before they can be sent out. Also, 
American Wholesale bought new type- 
writers, equipped with line-finding at- 
tachments, for the girls who make up 
the orders. These two changes have in- 
creased output of purchase orders by 
more than 300%. 

American Wholesale jobs _ general 
merchandise to drug, department, hard- 
ware, gift and specialty store retailers 
in small and medium-sized cities and 
towns. The firm’s bulging catalog lists 
some 10,000 items of hard goods, soft 
goods, furniture, sporting goods and 


84 


from outboard 
boats and living room suites to carpet 
tacks and pencil leads. The customer 
fills in an order blank at the back of 
the catalog, and sends it to the Chicago 
headquarters. Some items are pulled 
directly out of American Wholesale’s 
local warehouse. But, because of limited 


jewelry — everything 


storage facilities, the company does not 
stock many of the items it 
Generally, these are the larger, more 


sells. 


expensive and/or slower-moving num- 
outboard boats, jewelry, 
furniture. Orders for this type of mer- 
chandise, after being processed in Chi- 
cago, are sent to the supplier who ships 
to the customer direct. 

In a given week, American Whole- 
Co. may many as 
several thousand orders. Between 20% 
and 25% of these include items that 
must be sent out from a factory. 

“What puts us at a disadvantage with 
some suppliers is that we order many 
items one, or a few, units at a time,” 
explains L. W. Lincke, the firm’s secre- 
tary-treasurer. “Previously, this meant 
that our order might not be filled as 
soon as it should be because there was 


bers, C... 


sale receive as 
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money-maker...before we put the wheels on!” 


Funny joke! But the boss is not amused. 


His company supplies the body of that 
cart to other manufacturers — successfully, 
too. Just recently he decided to market a 
model of his own, complete with wheels. 
Yes ... they’re selling fast. But the com- 
pany’s losing money on every shipment. 
Because the price was set too low. 


Too bad this boss didn’t know about Key- 
sort punched-card controls! With Keysort’s 
fast, accurate reports he could have had 
complete, correct figures on every operation 
in the plant ... could have prevented a 
money-losing situation like this right in 
the office. 


Keysort punched cards — today speeded 


by the new Keysort Data Punch which 
simultaneously imprints and code-punches 
production or sales information — not only 
help top management plan in advance, they 
help you as well. 


With a minimum clerical burden, you 
achieve greater reporting accuracy — flexi- 
bly, easily — because your office people sum- 
marize direct to reports. There’s no trans- 
cribing; no costly, time-consuming inter- 
mediate steps. Result: management gets 
the accurate information it wants on time. 
And at remarkably low cost. 


The nearby Royal McBee man has a pres- 
entation which will show you how it’s 
done. Phone him, or write us. 


MCBEE KEYSORT 


PUNCHED-CARD CONTROLS FOR ANY BUSINESS 
ROYAL MCBEE Corporation encintnemcocs company.uta, toronto re 
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made in sparkling white and 6 brilliant colors 


« offset duplicating 


Save 20% mailing weight when you use 12-lb. Alpenopake instead of a 16-Ib. non- 
opacified sheet. Special offset duplicator packs of 8Y2x11-8%2x14 cut sheets in Junior 
Cartons. Lightweight companion sheets are Flecopake Bond, and Alpena & Fletcher Manifolds, 


Titanium-Filled Surface-Sized Minimum Grain stops 


of. ate ° 
wets 
aie © as 
g Fr bee ees AM OL TS .* . 
tS ae - 


———a«_ -** “- 


for brilliant opacity for easy runs wrap-around in press 


FLETCHER 


——<—<— ed 


— 


PAPER COMPANY *« ALPENA, MICHIGAN 


Address inquiries to: Sales Office, 20 N. Wacker Dr., Chicago 6, Hl. 


For More Information Circle No. 242 
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another firm behind us buying a larger 

quantity, for stock, from the 

manufacturer.” 
There were 


same 


cases where an American 
Wholesale customer had to wait as long 
as two or three months for his order to 
be delivered, Mr. Lincke reports, Fre- 
quently, in a situation like this, the ship- 
ment was not accepted when it finally 
did show up. This left American Whole- 
sale holding the bag in more than one 
respect: (1) the customer was unhappy 
(2) a sale was lost; (3) the firm had 
merchandise on its hands and (because 
of limited warehouse space) nowhere to 
store it; (4) the supplier sometimes was 
reluctant to take back the item. 


American Wholesale eliminated these 
problems almost entirely by demanding 
that the supplier ship a given order on 
or before This 
date appears on the two copies of the 
DFO order set (which has six copies 
that are sent to the sup- 
plier. Alongside the date is a line read- 
ing: “Do NOT ship after this date with- 
out OUR approval.” Three days ahead 
of the deadline, if the shipment has not 
been dispatched, the supplier gets a let- 
ter notifying him that the order will be 
unless it is enroute by the 
date previously specified on the DFO 
form. The that 
Wholesale’s division 


pre-set shipping date. 


altogether) 


cancelled 


letter adds American 


buying disclaims 








CUST. ORD. DATE | CUSTOMER ORDER NO 


| 





| O4 Oroe 





° 


UR ORD DATE | VENDORS TERMS 





NUMERICAL FILE 


_ American WHOLESALE COMPANY 


== 222 W MONROE ST. @ CHICAGO 6G, ILL 


no. DFOA 68123 


REFER TO THI A NUMBER 





CORRESPONDENCE 


Jolophone 


ANDOVER 3-4500 


TERMS: 2% TEN DAYS - NET 30 DAYS 


NOTE } 0 NOT snip 
AFTER THIS 


DATE WITH 
OUR APPROVAL 


| INVOICE DATE 





One part of American Wholesale Company’s Direct Factory Order form. 
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all obligation to honor invoices cover- 
ing merchandise which the consignee re- 
fuses because of late delivery. 
how the buying 
keeps track of supplier compliance with 
its shipping deadlines: 

A continuous, consecutively numbered 
form is used for DFO orders. After the 
order thas been typed, one copy goes 
into a tub file where it is classified by 
form number. This form number also 
indicates when the order was sent out, 
since all orders prepared on a given day 


Here is division 


are in series. The tub file retains this 


same series classification, i.e., all orders 
prepared on the same day are kept to- 
gether. 

When the supplier ships the order, he 
sends American Wholesale an invoice. 
Each morning, a buying division clerk 
takes the previous day’s accumulated in- 
voices to the tub file and pulls the cor- 
responding DFO copies. Normally, all 
the copies pulled will bear consecutive 
form numbers. If one supplier is three 


from the deadline 
date and has not yet shipped the order, 
his DFO copy will remain in the tub 
file and the sequence will be interrupted. 
The clerk pulls all such copies and, that 
same day, the warning letter is prepared 
and mailed. 


days or less away 


The effect of this follow-up system 
can be illustrated graphically with a 


few figures. Before the plan was set up, 


American Wholesale’s buying division 
had to contend with an average of 160 
late shipments per month. Today, there 
are none because the order is cancelled 
or shipped at the supplier’s risk if he 
fails to come through by a certain date. 
Even more significant, the number of 
warning letters that have to be written 
to suppliers on the verge of being tardy 
is less than 15 a month, and cancella- 
tions are negligible. 

Mr. Lincke, “Instead of our 
having to plead with the supplier, which 
frequently before, he 
calls or wires us if he’s going to be late, 


Says 


was necessary 


Matching supplier’s 
invoice to copy of 
purchase order at 
American Whole- 
sale Co., Chicago. 
Suppliers’ failure 
to ship was once 
a serious problem 
but now late de- 
liveries are rare. 
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AUTOMATIC PRODUCTION CONTROL . 
ERATING INSTRUCTION APC 


i 
mALS 


na conse 


" NTROLLED PRODUCTION 
IWOOOOMOOOD 


2 


& 
i 


> Introducing changes so 
pt New CKind of fh complete, so total, so 
20 00 ; revolutionary-suddenly 
; yl all other collators seem 
ecthic Co ator old-fashioned. _ 


*APC MEANS AUTOMAT CTION CONTROL 


AUTOMATIC PRODUCTION of eachyset. No footswitch to tap, no 
pedal to push, each set is produced automatically. 

PRODUCTION CONTROL. Set the AP C* control at any speed from 
5 to 50 sets. That production is guaranteed. The COLLAMATIC 
sets the pace, not the operator. 

Write today for information on this most revolutionary change in Collators since 
Collamatic introduced the Electric Collator in 1955. 


*Trademark 





MODELS AVAILABLE Please send literature: 
8-10-12-14-16-20-24-28-32-40 [1] 1958 Model Electric Collator 


bin collators and fully auto- with A P C* 
matic Golden Automatic. [] We are interested in a free survey 
and analysis of our collating 


[] Demonstration Requested 


Route 23, Wayne, New Jersey Address oonnreerrsssssseeceesesceseesssssnsnee 
CO esses 





MOST COMPLETE LINE OF COLLATING EQUIPMENT IN THE WORLD 
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and explains why.” 


The shipping date, besides appearing 
on the two DFO copies sent to the sup- 
plier, also is entered on a third copy 
which goes to the customer as an 
acknowledgement of his purchase. On 
this acknowledgement copy, the date 
appears alongside a line reading: “Will 
be shipped on or before this date (allow 
four days transit time).” 

The amount of lead time American 
Wholesale gives its suppliers varies with 
the item. Generally, it ranges from five 
days to seven weeks. The period was 
determined initially by analyzing pre- 
vious orders and averaging the shipping 
times involved for each class of mer- 
chandise in the catalog. 

Iwo changes had to be made in the 
purchase order form before this system 
First, the 
switched from individual to continuous 
forms; this assures that the DFO blanks 
used will be numbered consecutively. 


could be set up. company 


Secondly, space was provided on the 


The loose leaf 
binder contains 
supplier. informa- 
tion tabulated 
from punched 
cards. Electric 
typewriter with 
line-finding attach- 
ment has increased 
purchase order 
writing by more 
than 300% at 
American Whole- 
sale Co. 


three copies for putting in the shipping 
deadline and explanatory note. 

Besides these changes, American 
Wholesale pro- 
cedure for preparing purchase orders, 
and typewriters 
equipped with Standard Register Com- 
Order 
output has been increased appreciably 


also streamlined its 


installed electric 


pany’s line-finding attachments. 


and overtime labor costs have been re- 
duced. 

Some of the information needed for 
the purchase order (item description, 
name and address of consignee, etc.) is 
picked up from the catalog order form 
which the customer sends in. But there 


is additional information which the girl 
preparing the purchase order must pick 


This 


the name and address of the supplier, 


up from office records. includes 
the cost to American Wholesale of the 
merchandise being purchased, and the 
stock or factory number used by the 
supplier to designate the merchandise. 

Previously, an alphabetical file was 
December, 1957 
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your company is judged 


wal 


by the office you keep! 
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4 ok 
Cole’s Modular Steel Desks... 
With good office space ata 


A é premium, expanding firms are using 
~s Cole Steel to gain greater per square foot 
efficiency out of existing quarters, 
Cole Modulars are designed with 


interchangeable tops, panels and pedestals 
. ina wide range of sizes and colors 
to meet changing office needs. 
Create a ‘new look” for your office—with Cole. Send for our latest catalog 





COLE-STEEL> cole steel Equipment Co, inc.» 415 Madison Ave, New York 17, W.Y.» Canada: 329 Dufferin St., Toronto, Ont. 


kept for each of the approximately 200 
suppliers to whom American Wholesale 
gives DFO orders. Each listing, besides 
carrying the vendor's name, also con- 
taken 
from the American Wholesale catalog, 


tained one or more numbers, 
which represented the items purchased 
by the buying division from each sup- 
plier. 

The girl 


making up the purchase 


order would locate 
the supplier by 
numbers against 
blank sent in by the American Whole- 


go to the file and 
matching the catalog 
those on the order 
sale customer. Once the supplier was 
known, she had to dig out his catalog 
to obtain the cost and supplier’s stock 
number. It pretty cumbersome 
process. 

Now, all data on each supplier has 
been put on punched cards. An outside 
statistical service puts the cards through 


Was a 


a tabulator and runs off a listing with 
the vendor’s name, address, selling price 
and all the other needed information. 
These then placed in a 
binder. Periodically, as suppliers’ costs 


sheets are 


and other data change, new punched 
cards and new loose leaf sheets are pre- 
pared. 

The binder lists suppliers according 


to the numbers their products bear in 


the American Wholesale catalog. 
Merely by looking at the customer's 
order form, the girl can leaf through 
the sheets and obtain all the informa- 
tion she needs. The time formerly spent 
hunting for data is sharply reduced. 
Use of the line-finding attachment in- 
further. The typist 
doesn’t have to waste time positioning 
the form so that each item of informa- 
tion will appear on the proper line; this 


creases efficiency 


is performed automatically. Mr. Lincke 
reports that each of the three girls mak- 
ing up purchase orders now turns out 
approximately 160 per day. Formerly, 
each girl was lucky if she turned out 
50 a day. This increase in clerical pro- 
duction has proved especially valuable 
during the Christmas and Easter peak 
buying seasons. Overtime has been re- 
duced to a minute fraction of what it 


was before. 









































“Gosh, are you the ‘Jones’ who sends me these reports?” 
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® Did you know that even your small 
branch offices can now have the same 
benefits of metered mail enjoyed by 
your home office? How? With PB’s little 


DM, the desk-model meter especially 
designed for small offices with relatively 


little mail. Actually, one user in three 
averages less than $1 a day for postage. 

®@ The DM does away with adhesive 
stamps, slow and tedious lick-and-stick 
mailing and the stamp box! It prints 
postage for any kind of mail, and sup- 
plies postage for parcel post on special 
gummed tape. /t even has a moistener 
for sealing envelopes. Makes mailing fast 
and easy. Saves time and postage. 

@ Set by the postoffice for as much 
postage as an office wants for any pe- 
riod, the DM can cut postage inventory. 
Never runs out of the denominations 


s 


GP ITNEY- BOWES 


’ “Postage Meter 


Offices in 107 cities 
in U.S. and Canada 


needed. Protects postage from loss, 
damage, misuse—with automatic ac- 
counting for uniform, company-wide 
postage control, Prints your company ad 
alongside the meter stamp, if you wish. 
® Branch office mail, when metered 
like home office mail, needs less post- 
office handling, often catches earlier 
trains and planes. 

@ There’s a meter model—hand or 
electric—for every office, large or small. 
Ask the nearest Pitney-Bowes branch 
to show you. Or send coupon for free 
illustrated booklet. 

FREE: Handy desk or wall chart 


of Postal Rates, with parcel 
post map and zone finder 


PITNEY-Bowes, INC. 


3451 Paciric St., STAMFORD, CONN 


Please send free booklet, Postal Rate Chartto: 
Name 


Address 


For More Information Circle No. 359 
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‘“..and | prefer the 
EVER READY 
Calendar because... 


Ed Moulton, Manager of Sheeting Department, Fieldcrest Mills 


. the extra magnifying power of the top 
window makes the twelve month calendar 
really useable. And, believe me, that key slot 
idea makes it so easy to remove page stubs 
or to insert new refills. Then, too, | like its 


One of the many styles of adaptability; it goes so well in my office.” 
Ever Ready Calendars. 


No. 55—Page Size 5” x 8” Ever Ready Calendars have always been the 
choice of busy executives. Now they are find- 
ing that the new desk mate colors — Desert 
Sand and Mist Green — match other accessories; make it so easy to carry out 
an office decorating scheme. And when you consider Ever Ready’s other 
popular colors and several page styles — you'll agree it makes sense to buy 
Ever Ready. It pays, too, as your dealer will teil you. Ask him today. 











EVER READY CALENDAR MANUFACTURING CO. 


$30 BAY STREET. ASEESREVY CUilyY, Sew seer 


For More Information Circle No. 221 
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Forms Copies on Colored Papers 


Speed Order Processing 


IGHER PRODUCTIVITY through 

color can be achieved by the use 
of different papers to make 
extra copies of incoming office forms— 
a simple application, but one that is 
paying dividends for one firm. This 
color coding system, in which an office 
copying machine is used for the fast 
duplication of forms, has been one of 
the factors responsible for a marked 
increase in order processing at Ander- 
sen Corp., Bayport, Minn. 

Makers of Windowalls, wood window 
units for home, and_ school 
buildings, Andersen last year converted 
60 million lumber 


colored 


business 


board feet of and 


Thermofax copying machine at Andersen 
Corp., Bayport, Minn., is centrally located 
to permit easy access by all personnel. 
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Stephen E. Ridgway, order department 
supervisor, checks copies of order forms. 
Copy paper, perforated and cut to size of 
forms, is of different colors to indicate 
forms’ routing. 


700 carloads of glass into aimost three 
million window units. As orders come 
in from 120 Andersen 
across the country, they are entered on 


distributors 
a six-part form. Individual copies are 
sent to customer, salesman, order and 
shipping departments and two copies to 
the factory. Extra copies of these two 
factory forms are frequently 
either when a special order is received 


needed: 


or when shipping instructions become 
too detailed. 

Instead of reproducing extra copies by 
typewriter, they are made in less than 
four seconds on Thermo-Fax copying 
machines. Errorless copies emerge com- 





pletely dry immediate use. 
Since copies go to a variety of de- 


com- 


ready fot 


partments depending upon the 
plexities of the special orders or the 
nature of its shipment, different colored 
papers to avoid errors 
and speed Buff 
copies are routed to the glazing depart- 


were selected 


distribution. colored 
ment when an order calls for colored 
or frosted glass or some other deviation 
from regular glass. Pink copies go to the 
sash department and green copies go to 
the shipping area. In 
copies find their way to the proper 
department by color, each signifying 
special instructions. (Thermo-Fax paper 
is availabie in two additional colors so 
future expansion of the procedure is 


each case the 


possible). 

All shipments from Andersen are in 
carload lots. Since portions of some 
cars are unloaded at two places as the 
car proceeds across the country, a num- 
ber of extra forms copies are necessary 
to outline special instructions for the 
As many as 20 


material concerned. 











Albert Dahl (right) assistant superinten- 
dent of milling, discusses a special order 
in the sash department. 


96 


extra copies might be needed to process 
an order of this kind. 

“During our peak production periods 
we must keep the flow of orders moving 
smoothly so that production is main- 
tained evenly and shipping is well co- 
Ridg- 


way, order department supervisor. “The 


ordinated,” reported Stephen E. 


use of the fast copying machine to turn 
out extra copies of order forms helps 
us tremendously in keeping pace with 
orders as well as getting them to the 
proper places in our factory. Without 
question, orders and shipments alike 
move swiftly with continued high cus- 
tomer relations and sales as 
attributable results,” Mr. Ridgway said. 

Che machines, made by 
Minnesota Mining & Mfg. Co., operate 
by electricity and need no daily main- 


higher 


copying 


tenance. Secretarial personnel need no 
special instruction in machine opera- 
tion. In addition to the order depart- 
department at 
Andersen has its own machine to make 


ment, the advertising 
copies of correspondence, ad layouts, 
as well as copies of reports, memos, 
charts and graphs. Machines are cen- 
trally Andersen 
to permit easy access by personnel. 


located in the offices 

In the words of Andersen’s vice presi- 
dent and director of sales, James D. 
Rowland, the procedure has won man- 
agement and enthusiasm: 
“The Andersen Corp. stands for prod- 
uct superiority, coupled with fairness 


acceptance 


and integrity in dealing with both cus- 
tomers and employees, and any process 
that helps us improve these standards in 
our business or public relations is im- 
portant to us. 
cedure is one of many improvements 
we introduced to maintain cur goals.” 


[his office order pro- 
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Groveton Papers Co. 


GROVETON, NEW HAMPSHIRE 





For More Information Circle No. 188 
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“Under 30—and 
With Systems 
Experience” 


W. R. ANDERSON, C.P.A. 


A CHICAGO SUNDAY newspaper 
recently carried a display adver- 


tisement for a systems and procedures 


26-32, 2 


specialist “age minimum of 2 


years experience”. The classified sec- 
tion contained more notices with simi- 
lar qualifications specified. A. C. White, 
who handles placement of executives for 
Chicago’s Cadillac Employment Agency, 
one of the nation’s largest professional 
and executive placement services, says, 
“Employers are looking for systems 
men with extensive varied experience, in 
the under-30 age bracket. It’s an impos- 
sible Indeed it 


potentially dangerous as entrusting ma- 


situation.” is—and as 
jor surgery to a bright young intern. 
Advances by manufacturers of elec- 
tronic computers have put a spotlight 
on savings possible through streamlining 
record keeping functions. A life insur- 
ance company eliminated 200 people in 
one department by installing a com- 
puter. A manufacturer of 
components needed 75 people to prepare 


electrical 


a complicated incentive-plan payroll 
(four basic methods with variations) for 
4,000 employees. Using punched card 
equipment, the payroll is now prepared 
by five people in 20 hours weekly, de- 
spite an increase of production workers 


to 5,000. Their order-writing depart- 


ment has been reduced from 14 typists 
to three. In smaller companies, each 
bookkeeping machine installation us- 
ually results in the elimination of one 
or more clerks. What has been the over- 
all result? Early 1957 com- 
pared with similar data for 1956, show 


statistics, 


a 1% decrease in producticn workers, 
but a 5% increase in white collar em- 
ployees. 

there are factors 


contributing to this continuing increase 


Of course, many 
in the ratio of office workers to factory 
workers. Three important factors are: 
1. The increasing number of reports 
necessary because of the growing com- 
plexity of production and distribution, 
as well as additional reports for govern- 
mental agencies, trade associations, etc. 
2. The inefficient application of busi- 
ness machines. 
3. The failure of many companies to 
utilize the equipment now available. 
Public finance 
surance company auditors, and others 


accountants, and in- 
whose work necessitates the study of 
many different accounting records, are 
aware of the glaring inefficiencies in 
paperwork procedures in an astounding 
number of business firms of all sizes 
and types. Records maintained inade- 
quately or in unnecessary detail, dupli- 
cate data recorded in two or more 
departments, records prepared too late 
to be of any but historic value—these 
make systems analysis a fertile territory 
with limited back- 


ground can effect some improvement. 


where even a man 
from 
improvements in record keeping pro- 
cedures result from a detailed analysis, 


However, the maximum benefit 


comprehensive preparation and _ close 
December, 1957 
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Only Bruning Copying Machines Give You All 
These One-Writing Benefits for a Penny-A-Copy! 


Now, you can put an end to slow, costly, error-prone clerical 
copying on almost any paperwork operation in your busi- 
ness with modern Bruning Copyflex copying machines. 


each for materials. And your Copyflex machine r 
special installation or auxilliary equipment, 
to operate. 

With Copyflex you write information only once. Subse- VERSATILITY! With Copyflex, you can copy anything 
quent paperwork needed to complete any business opera- typed, written, printed, or drawn on ordinary 
tion — order-invoicing, purchasing-receiving, accounting, 
production control is mechanic ally accomplished with 
Copyflex. No slow, costly retyping of information from one 
form to another. And only with Copyflex do you get all 
these important benefits for a penny-a-copy! 


equires no 
is economical 


translucent 
paper. You can make copies on white or color-tinted paper, 
on cardstock, or on film 

SIMPLICITY! Anyone can operate Copyflex. Simply in- 
sert the original and sensitized sheet, and back comes the 
copy. No negatives, masters, stencils, or plates required 

Copyflex Desk Top Model 110 shown above copies 
originals 11 inches wide by any length. Only $ 


SPEED! It takes only seconds to make sharp, black-on 
white Copyflex copies . . . directly from originals! You can 55. Other 
make any number of copies—all as sharp and readable as models available to copy originals up to 54 inches wide 
the first. Copyflex machines are ideal for office use—absolutely clean, 


ECONOMY! Letter-size copies cost less than a penny quiet, and odorless! Mail coupon for special literature offer 





4700 Montrose Ave., Chicago 41, Illin >is 
In Canada: 105 Church St., Toronto 1. Ont. 


i GC (- Purchasing-Receiving (C0 Order-Billing 
4 (CD Production Control ( Accounting 
SS 


Compeany__ 


Please send me literature on Copyflex and its use for 





: Charles won Sasa is Dept. 122-6. 7 


Address__ 


a - County 
For More Information Circle No. 251 
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“He told the boss how much he can 
save with 3M PLATES!” 


BRAND 

“We were having halftone troubles. The boys couldn't hold 
middletones, and we sure weren't getting good, clean reproduc- 
tiou. ‘What we need,’ I told the boss, ‘is perfectly-smooth 3M 
Plates. With 3M Plates, the finest halftone dots remain clean 
and unbroken. There’s no grain or uneven surface to break 
them up or distort them.’ We tried them, then switched 100% 
to 3M Plates. The quality work we turn out has meant a lot of 
additional business. We're all happy about that.”’ 


3M Photo Offset Plates 


BRAND eRQoucr Or 

"3M" is a registered trademark of Minnesota Mining and Manufacturing 

Company, Saint Paul 6, Minnesota. General Export: 99 Park Avenue, 

New York 16, New York. In Canada: P. O. Box 757, London, Ontario. cw 
EA 


For More Information Circle No. 189 











Office Party 


My good old Christmas spirit died, 
This wifely heart began a dive. 
When I met the girls who work for Bob, 
Each day from nine to five. 


I'd thought Old Lil was fortyish, 
Suzanne, a bit too stout; 
Katy, Marguerite and Flo. 
Not much to talk about. 





On Friday night my green eyes saw 
The strangest vision, clear: 
Girls decked out in pony tails 
And sweaters, out to here. 








My Bob was not the Dad we knew, 
Snoozing in his chair 
But a much more younger version 
And a lot more debonair. 
Elinore Williams 



































= UNBEATABLE COMBINATION! 


( dd SUPER-KOTE 
o CARBON PAPER 
with the CODO-CHROME treatment 


and 
( dd. ’ EXCLUSIVE 
oA CARBON GRIPPER 


Nothing else equals this combina- 
tion for superior impressions — and 
it is available only from Codo! 


ODO MANUFACTURING CORPORATION 
eetsdale, Pennsylvania 


or se 
TRY THEM! 3 











wimand 


Type name on your letter- 
head for free samples. 











For More Information Circle No. 279 
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t has such a nice way 


Frankly—never before has it been possible to get 
such impeccable typing results with such speed and 
ease. And that spells money saved in any language. 

The new brilliant-action Royal sails through 
toughest typing jobs in a breeze—turns out Crisp, 


book-like letters you’ll be proud to sign. 


CYAL 
standard 
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RayAL 





So why try and run a modern business with old 
fashioned typewriters when those antique models are 
worth so much in trade on new Royals. 

Call your Royal man for a demonstration and free 
trial. See how the amazing new Royal sets a new 
standard for standards. 


4 ' Only Royal offers Twin-Pak, 
the instant-changing ribbon 
that hands never touch. 


Product of Royal McBee Corporation, world’s largest manufacturer of typewriters 


For More Information Circle No. 190 
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RIGHT 


WRONG 








lin Employee Relations 


ROUNDUP of day-to-day em- 


A ployee problems and how they 
were handled by management. Each in- 





cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Can You Fire a Worker for Coming In Drunk on Dec. 24? 


What Happened: 

When Jim Benson turned up for work 
on the morning of Christmas Eve, some 
fellow workers thought he’d “had a 
few.” His supervisor was sure of it. 
There was alcohol on his breath, his 
eyes were bloodshot, his speech was 
slurred and he weaved when he walked. 
All in all, the supervisor didn’t think 
Jim was fit for work that day. He didn’t 
make a big production of it—just told 
Jim to go home. Jim went. When he 
returned to work on schedule three 
days later, he was told that he had been 
fired as of Christmas Eve for reporting 
to work drunk. Jim insisted his firing 
was unjustified: 

1. I hadn’t been drinking. I'd taken 
medicine for a cold, that’s all. 
My eyes are always bloodshot because 
of an accident I had a few years ago. 

2. The supervisor should have told 
me right then that he thought I was 
drunk and that he was going to hand 
out a penalty. Not three days later, 
when I don’t remember who I met on 
the way out who could be a witness 
that I was cold sober. 

3. Pm 55, and I’ve 


some 


been with the 


company for 12 years. At my age, get- 


104 


ting ‘canned’ is pretty darned serious, 
and it shouldn’t be done to me without 
more proof. 

4. Usually, if they think a man is 
drunk, they send him to Personnel, so 
other people can see if he is drunk, not 
just the supervisor. 

The supervisor didn’t see it that way 
at all: 

1. Some workers thought Benson was 
drunk, too. None of us were born yes- 
terday. We've had with 
drunken people and we know when a 
man is drunk and when he isn’t. 

2. Benson had been warned for drink- 
ing before. He'd also had a five-day 
layoff for reporting out sick when all 
the time he was lapping it up in a 
tavern. There wasn’t any need to spell 
it out for him this time. 

3. The Personnel office 
that day, so I couldn’t send Benson 
there. 


experience 


was closed 


Was the Supervisor: 

RIGHT | WRONG () 
WHAT ARBITRATOR CARL 
WARNS RULED: “Mr. Benson should 
have been told at the time he was sent 
home that he was indefinitely suspended 
because of intoxication, or that he was 
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discharged. Union officials in the firm 
as well as other management personnel 
shovid have been notified so that the 
degree of proof customarily obtained 
would be available to support the seri- 
ous charge. Of course, in those cases 
where an employee is obviously drunk, 
inarticulate and abusive, a full hearing 
prior to leaving the plant is not ex- 


pected. The evidence does not reveal 
that the grievant was in that condition. 
Under the necessity for substantiation 
of the serious charge, Mr. Benson’s 
prior layoff, although worthy of con- 
sideration, is not sufficient to justify his 
termination of employment. He shall 
be reinstated without back pay but with 
full seniority rights.” 


Can You Discipline a Worker for Excused Absences? 


What Happened: 


In the four years that Rita Perri had 
been working for the company shed 
piled up a record of absences way above 
anybody else. The percent of working 
time she was out gradually increased 
until, during the last six working weeks, 
she was absent 30% of the time. She 
had been warned a number of times. 
Finally, the supervisor fired her. Ritta 
complained. 

1. All my absences were due to ill- 
ness, and they were excused because of 
that. You can’t turn around now and 
fire me for absences you excused. 

2. You’ve said that my work rates 
among the best. So, what if I was out 
a bit more than the others? 

The supervisor countered: 

1. Illness or not, Rita’s absences were 
creating a problem. Other employees 
were complaining that she was getting 
away with murder. It was becoming 
impossible to maintain proper discipline. 

The best worker in the world is 
no good to me if she isn’t on the job. 
Was the Supervisor: 
RIGHT [) WRONG [ 
WHAT ARBITRATOR SAMUEL 
JAFFEE RULED: “While the burden 
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of proving cause for discharge is upon 
the company, I cannot agree that the 
scope of that burden requires the com- 
pany to prove that Miss Perri’s ab- 
sences were not legitimate—or that the 
fact that the company ‘accepted’ the 
excuses of illness has the necessary ef- 
fect of eliminating them as a basis for 
later discipline. The worker’s theory 
here would require an employer to re- 
tain an employee who was sick practi- 
cally all the time. An employer cannot 
properly be expected to operate under 
these conditions. Reasonably regular 
attendance of an employee is a basic 
necessity in any business enterprise. 
Whether absences are excused or un- 
excused makes no difference as far as 
the company’s right to impose appro- 








Wr, 





priate discipline is concerned. Certainly 
if there is too great a disparity beyond 
the permissible limit, the fact that the 


individual absences have been excused 
should be of no moment. The employee 
was discharged for cause.” 


During a Lay-off, Can Men Take the Jobs of Women? 


What Happened: 


Business wasn’t too The com- 
pany had to lay off a number of its 
men. Some of them claimed they 
should be allowed to take the jobs of 
women workers with less seniority in 
the same classification. The company 
said, “No!” Only women could do that 
particular work. The company said: 

1. Its always been understood that 
that particular job would be done only 
by women. 

2. We’ve used women exclusively in 
that spot 
ations. 


ever since we started oper- 
3. Men with more years of service 
than those women have been laid off 
before. There’s never been any ques- 
tion but that they couldn't 
women on that particular job. 
But the men insisted that: 
1. There’s nothing in the contract 
about only women doing that work. 


2. The contract doesn’t even provide 


displace 


for separate seniority lists for men and 


women. It doesn’t make any distinction 
at all. 

3. How do you know men couldn't 
do that work? You've never given them 
a chance to try. 


Were the Men: 
RIGHT WRONG 


WHAT ARBITRATOR GUY HOR- 
TON RULED: “The company had a 
well established practice of restricting 
certain types of work to females, certain 
types of work to males and permitting 
either males or females to perform other 
types of work .. . based upon the fact 
that certain types of work were too 
heavy for females, and accordingly 
these were restricted to males. Other 
types of work were delicate in nature, 
requiring high manual dexterity, and ac- 
cordingly were restricted to females. 
Dexterity tests are given to all em- 
ployees, and these established that fe- 
males possess a much higher degree 
than males. Therefore, since the in- 
ception of its operations, the company 
has assigned jobs involving delicate, 
repetitive and rapid handling to fe- 
males. The arbitrator finds that females 
are peculiarly adept, and the number 
of males who possess the unusual man- 
ual dexterity required are indeed few. 
For these reasons, the arbitrator is com- 
pelled to find that the grievants do not 
possess approximately equal ability with 
the female employees to perform the 
work in question. The arbitrator denies 
the grievances.” 
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Want 
more time 
to think ? 


Thousands of executives skip hours of time-consuming paperwork with Verifax Copying 


MAGINE answering half your mail 
| without dictation and typing... 
doing away with “I quote the cus- 
tomer” memos. . . dispatching copies 
of reports to key men simultaneously. 


save its cost the first month. But it 
does jobs other copiers can’t touch— 
makes copies on printed office forms 
. .. even makes an offset master in 
1 minute for as little as 15¢. 


You'll do all of this—and more— 


Mail coupon for details, or phone 
with brief jottings and Verifax copies. 


your Verifax dealer. 


[erifax Copying 


DOES MORE—COSTS LESS— MISSES NOTHING 
-——-MAIL COUPON TODAY 


EASTMAN KODAK COMPANY, Business Photo Methods Div. 
343 State Street, Rochester 4, N. Y. 
Gentlemen: Please send free copy of your new 213-12 
Verifax booklet. No obligation. 


If a Verifax Copier only cut dicta- 
tion and typing, it’s safe to say you'd 





Price quoted subject to 
change without notice 


Name 


Position —_ 





ONLY $148 ... Kodak’s 
new Verifax Signet Copier 
makes 5 copies in 1 min- 
ute for just 24%¢ each. 
Thousands in use. 


Company 





' . aK 
Street YRAGt MARK 


City 





State 





For More Information Circle 
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OFFSET DUPLICATOR 


Davidson Corp., 29 Ryerson St., Brook- 
lyn 5, N. Y., announces the Dav-A-Matic 
offset duplicator designed for simplified 
operation. It has an automatic plate 
changer which attaches the paper master 
to the plate cylinder while the machine is 
running to allow continuous production. 


It also ejects the master automatically. A 
Universal Systems Feed combines an 
automatic suction feeder with an auxiliary 
hand feed board. The suction feed rapidly 
handles paper of the same size for volume 
duplicating while the hand feed permits 
duplicating selected data from the same 
master on sheets of varied weights and 
sizes, such as for shipping 
labels and items for inventory 
control, tax 
matic plate changer is not required, a 
Master-Minder Plate Clamp holds paper 
masters and presensitized plates firmly in 


addressing 
billing, 
records, etc. When the auto- 


108 


position without manual locks or levers. 
This simplifies semi-automatic operation 
and permits use of overlays and block- 
outs for selective duplicating. A control 
lever removes inked image from blanket 
while machine is running. Other auto- 
matic controls, On convenient panels in 
front of the operator, regulate the flow of 
ink and dampening solution. Simple 
levers are also provided for paper feed- 
ing, speed control and related functions. 
The Davidson Dav-A-Matic permits oper- 
ation from a seated position to cut opera- 
tor fatigue. Finished copies are delivered 
to a receiving tray mounted at an angle 
at top of machine for complete visibility 
to the seated operator. Davidson Dav-A- 
Matics are manufactured in a variety of 
models in two basic series according to 
feed mechanism. Specifications 
height, 43”; width, 36”; 
244"x3" or 3°x5" 
paper stock, 13 Ib. to 
1334”x1014"; plate 
144%" x 13%” 
sheets per hour. 
Circle No. 116. 


AUTOMATIC COPIER 


Copycat Corp., 215 Fourth Avenue, 
New York 3, N. Y., announces the Copy- 
cat 600 copying machine which is 66” 
wide and 56” high. It combines perforated 
film and transparent masters with dyeline 
printing for versatility, ease and economy 
of operation. It takes a translucent master 
made from the original and, according to 
the setting of a calibrated dial, provides 
up to 1000 copies an hour. The high 
speed is partly the result of printing on 
a continuous role of sensitized paper. The 
machine cuts the paper into sheets of pre- 
determined size from 6” to 14” in length. 
Each sheet is automatically stacked in a 


are: 
depth, 41”; sheet 
up to 1442x111"; 
110 Ib.; image area, 
sizes from 3”x5” to 
speed, 3,000 to 6,000 
For More Information 


S1Zes, 
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receiving tray, ready for immediate 
By automatically handling the job, the 
600 eliminates collating, setting-up, accu- 
racy checks, carbons, inks and spirit solu- 
tions. This same high speed and low cost 
is applied to documents containing both 
repetitive and variable data by the Print- 
form attachment. For example, a set of 
invoice forms, up to 10” x 14” are im- 
printed on a translucent film in the Print- 
form. The variable data is now typed a 
single time on a translucent master which 


use. 


is placed on the machine and, as the film 


containing the proper form passes beneath 
it, each individual document of the set is 
automatically reproduced. A masking ad- 
justment allows the operator to select the 
information printed on any single form in 
the set. Machine automatically deletes 
information not required on any particu- 
lar sheet. The Printform equipped Copy- 
cat 600 handles sets containing up to 20 
different forms. The operator only inserts 
the master and adjusts the controls for 
different operations. For More Informa- 
tion Circle No. 105. 


DUPLICATING PROCESS 


Old Town Corp., 750 Pacific St., Brook- 
lyn 38, N. Y., announces its C.B.P. (Co- 
balt Blue Process) clean spirit duplicating 
process. C.B.P. duplicating master unit 
sets are clean to use, to type, to correct, 
to file and to re-run. There is no sacrifice 
of the inherent advantages of spirit dupli- 
cating and its rapid duplicating cycle. 
C.B.P. fluid, an optional part of the proc- 
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ess, also can be used to duplicate regular 
spirit masters which were previously used 
and from which additional copies are re- 
quired. No special machines or paper are 
required to use Old Town’s C.B.P. process 
—any present spirit duplicator will work. 
The C.B.P. is stated to produce up to 350 
clean, sharp copies. It has been field tested 
for months in large offices. For full par- 
ticulars and samples, Circle No. 149. 


INPUT PROOF COMPUTER 


[a 

Postab Corp., 2915 Market St., Oakland, 
Calif., makes the Postab Input Proof Com- 
puter which positively proves account 
numbers before the key punching of tab- 
ulating cards, and adds the amount of the 
charge, while the punch is running at 
maximum speed. This 10-key machine will 
also create the checking digit for any 
number to convert it to a_ self-checking 
number. One operator with one key punch 


and one Postab machine can do the entire 
job, eliminating the need for verifying, 
electro-readers and tab adding equipment. 
This reduces floorspace, machine costs, 
operator training and card mutilations. 
[The punch runs at duplicating speed: 
twice as fast as manual operating speed. 
The Postab system saves money in credit 
card accounting and has applications in 
insurance and mortgage firms, banks, se- 
curity houses, hospitals, etc. For More 
Information Circle No. 115. 


PORTABLE DICTATING MACHINE 


Vanguard Business Machines Div., OIl- 
kon Corp., 150 Sylvan Ave., Englewood 
Cliffs, N. J., announces the Vanguard 


109 





Midget battery operated, transistorized 
magnetic tape recorder which weighs less 
than 3 Ibs. There are two models. Model 
V-1 has a lapel clasp microphone with 
playback speaker; Model V-2 has a pre- 
set recording control so that the 
have to adjust the volume 
for normal dictation and recording. By 
simply reversing the microphone plug in 
the machine connection, volume can be 
adjusted for a wider range of voice pick- 
up for recording 


lev el 
user does not 


meetings, conferences, 


etc. A simple induction telephone adapter 
is available for recording two-way tele- 
phone conversations. Also available is a 
genuine leather brief case with a special 
pocket microphone built into the lock for 
use by salesmen, and _ profes- 
sional men to record conferences 
and on-the-spot and _inter- 
views. Normally the recorder is carried in 
a regular shoulder strap camera style car- 
rying case. A miniature transistor loud- 
speaker which fits inside the case is op- 
tional equipment, as is a miniature AC 
converter which replaces the battery for 
using standard 110-volt electric current. 
An earset listening device and a start-stop 
foot control attachment for transcribing 
also can be obtained. A connector has 
been designed for transferring recordings 


executives 
orders, 
discussions 
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from Vanguard Midget tapes to standard 
Vanguard office dictation sheets. This re- 
tape magazine for immediate 
recordings are automatically 


leases the 
Old 
erased as new recordings are put on the 


re-use. 


magnetic tape. The tapes are in a self- 
contained magazine for quick reloading, 
and may be mailed in cardboard contain- 
ers about the size of a cigarette pack. 
Tape magazine will take one or 1% hours 
of recording. Machine is fully guaranteed 
for one year. Prices start at $255 for 
Model V-1 complete with battery, 1-hour 
tape magazine and playback microphone. 
For More Information Circle No. 106. 


DOCUMENT LAMINATOR 


American Photocopy Equipment Co., 
1920 W. Peterson Ave., Chicago 26, IIl., 
announces the Apeco Ply-On Laminator 
which completely encases either or both 
sides of an original copy with thin, pliable 
sheets of transparent cellulose triacetate 


plastic film. The operation takes less than 
ten seconds. A letter-size original can be 
laminated for Sc; one side for 2%2c. The 
plastic coating is impervious to moisture, 
retains its clarity with age, will not crack 
when folded, resists most liquids and sol- 
vents, and adds contrast and brilliance to 
the original copy. Laminated papers can- 
not be tampered with without marring the 
finish. Occupying only 10'%” x 15” of 
table space and weighing less than 30 
Ibs., the Laminator is activated either by 
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push-button or foot pedal. It operates on 
either continuous or single feed. It auto- 
matically laminates merely by guiding the 
original copy into the feeding slot where 
the plastic film and the original contact 
the heated rollers and the laminated orig- 
inal emerges from the rear of the ma- 
chine. Takes originals up to 11” wide and 
any length from a credit card or file card to 
a direct mail piece or insurance policy. 
Machine retails at $275. For More Infor- 
mation Circle No. 162. 


LABEL GLUERS 


King Sales & Engineering Co., 441 Fol- 
som St., San Francisco 5, Calif., offers 
King Label Gluers which save up to 50% 
in label costs by using ungummed labels. 
Made in hand and electric models for 
practically any adhesive, King Label 
Gluers speed production and can be used 


by untrained workers. More than one 
worker can label from a single gluer. 
Machines have no pulleys, belts or gears 
to bind, and gluing unit lifts out for clean- 
ing without the use of tools. A convenient 
wheel adjusts machine for positive con- 
trol of glue film’s thickness. Components 
of electric models assure long wear 
with minimum maintenance. For More 
Information Circle No. 128. 


> 
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ADDING MACHINE 


Marchant Calculators, Inc., Oakland 8, 
Calif., announces its first adding machine, 
a fully electrified 10-key model with light 
touch, compact design and porta- 
bility. The adding capacity is 10 columns; 
totalling 11. Easy-action numeral keys 
and fully electrified feature keys achieve 
ease of operation. Other features include 


easy 


automatic single spacing totals and sub- 
totals, direct subtraction at the touch of a 
live key, and true credit balance. The 
symbol TC is printed in red when a larger 
figure is subtracted from a smaller one, 
indicating a credit balance automatically. 
All listed figures are printed in black; all 
answers, positive or negative, are printed 
in red. The Marchant adder has two dual- 
purpose operating bars. One, marked 
“total—add” prints totals automatically 
and is used for each addition. The other, 
marked “cor—sub,” prints sub-totals auto- 
matically and is used for keyboard clear- 
ance. A backspace key quickly eliminates 
the last digit when an entry change is 
desired. For More Information Circie No. 
107. 


SPOT CARBON IN COLORS 


Spot Carbon Products, 54 Lafayette St., 


New York 13, N. Y., can apply spot car- 
bon in a wide variety of colors. This spot 


lll 





carbonization technique provides systems 
controls and methods to signal duplication 
data. An example of the use of multi- 
colors on the back of one form is the 
spotting of a red carbon area in specific 
positions along with the customary black 
or blue. Spot carbon colors are red, black, 
blue, purple, green and brown. Some 
colors can be ordered in light or dark 
hues. Carbon colors can be supplied in 
various consistencies (hard, medium, soft) 
as well as adjusted for different kinds of 
stocks. For samples of spot carbon colors, 


Circle No. 130. 


ADDING MACHINE 


Addo-x, Inc., 300 Park Ave., New York 
22, N. Y., announces the Addo-x Model 
541E Grand Total machine with an ac- 
cumulating register and credit balance. 
The accumulating register saves time and 
simplifies calculation work in cases where 
it is have sub-totals and 
grand totals of earlier totals, both nega- 
tive and positive, such as in checking dis- 


necessary to 


bursements or invoices, compiling statis- 
tics and similar applications. During the 
calculating process, all totals are auto- 
matically fed into the accumulating reg- 
ister which gives the grand total. Symmet- 
rical keyboard on this Addo-x machine 
makes touch calculating easy and the 
interlocking keys prevent more than one 
key being depressed at the same time. 
For More Information Circle No. 101. 
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PAPER SAMPLES 
West Virginia Pulp & Paper Co., 230 
Park Ave., New York 17, N. Y., offers 
three attractive sample swatch books of 


Westvaco Clear Spring Bond, Duplicator 
and Ledger Papers. The full-color cover 
illustrations show at a glance what the 
paper inside is used for. For these 
sample books, Circle No. 167. 


free 


PORTABLE DICTATING MACHINE 

Gray Mfg. Co., 16 Arbor St., Hartford 
1, Conn., makes the Gray Voice Camera, 
which is completely self-contained and 


designed for use anywhere. Small enough 


to be carried in an 
Equipped with 


overcoat 
mercury type 


pocket. 
batteries 
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with a life of 50 hours, machine is 
23/16” by 43%” by 7” and weighs 
only 2% lIbs., battery included. It 
will record for a full hour on %4"-Mylar 
magnetic tape. Tape speed is 1%” per 
second and tape itself may be removed 
from the cartridge and reproduced on a 
standard 1%” per second tape machine. 
Machine’s frequency response is 150 to 
5000 cps. Completely transistorized in its 
amplifier section, the instrument has two- 
way playbacks, either through the built- 
in loudspeaker or through the dynamic 
microphone in its own small plastic case. 
Housed in a simulated leather-covered 
metal case in black and brushed alumi- 
num, For More Information Circle No. 
143. 


SMALL FORMS JOGGER 


Syntron Co., 715 Lexington’ Ave., 
Homer City, Pa., announces the Model 
MPJ-4 Syntron Electric Vibrating Jog- 
ger, with special two-compartment bin, 


designed to save time aligning scrambled 


stacks of narrow forms prior to micro- 
filming, insertion in punched card systems 
or filing. Machine jogs small forms five 
times faster than by hand. Can be used to 
align checks, premium notices, time cards, 
job tickets and other. small forms. For 
More Information Circle No. 129. 
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AUTOMATIC TYPEWRITER 


Royal McBee Corp., Port Chester, 
N. Y., announces the Royal Electric Tape- 
Typewriter which automatically records, 
reads and reproduces a six-code tape at 
high speed. Operated on an electro-pneu- 
matic principle, the Tape-Typewriter func- 
tions as an independent unit, or can be 
used in conjunction with other equipment 
for additional information processing. In 
both punching and typing operations it 
functions quietly. In a typical fill-in letter 
operation, a single typist can produce at 
150 personalized letters and enve- 
per day. Because of the simple 


least 
lopes 


push-button controls, typist needs no spe- 
cial training. She simply flicks the “on” 
switch to start the tape and then types 
her master copy on the electric type- 
writer. It is automatically coded and re- 
produced on the six-code tape which can 
handle a maximum of 128 characters and 
typewriter functions including color con- 
trol, backspace, tabulation, etc. No 
threading and winding are required to 
position the tape for reproduction. The 
typist simply drops the reels into place 
and flips a lock. Pushing the “start” but- 
ton activates automatic reproduction, at 
high speed, by the electric typewriter from 
the coded tape. Other buttons enable the 
typist to fill in, skip or re-wind at will. 
A special code permits automatic switch- 
ing to either the black or red side of the 
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ribbon. Operator can 
punch any time she is manually typing. 
For example, while typing addresses in 
fill-in letters, she can set the tape to record 
these for later automatic addressing of con- 
tinuous envelopes. Entire top of the tape 
unit slides open to give complete and easy 
access to the tape. For More Information 
Circle No. 158. 


activate the tape 


WALL MURALS 


Foto Murals of California, Inc., 8401 
Wilshire Blvd., Beverly Hills, Calif., makes 
photo murals for office walls, especially 
for reception rooms and other window- 
areas. A 60” x 40” Foto Muralette 
in full color with redwood frame, which 
can be finished or painted as desired, costs 
$25. A 15 x 6 ft. color mural is $79.50. 


less 


Each end of a mural can be trimmed off 
to make it fit a certain spot. This firm 
also makes Foto-Lite murals for use with 
a shadow box frame containing a fluores- 
cent lamp. These are especially effective 
in dark or poorly lighted areas. Murals 


are available in a wide variety of scenes 


and subjects, and in neutral tones as well 
as full color. For color literature showing 
the many available, Circle No. 
132. 


subjects 


2-COLOR OFFSET DUPLICATOR 


Photostat Corp., Box 1970 TO, Roches- 
ter 3, N. Y., announces a split-fountain 
ink unit for use on the Masterlith Offset 
Duplicator. The unit is completely inter- 
changeable with the standard inking unit 
and allows two colors to be printed simul- 
taneously from one plate. The two-color 


114 


unit can be converted to a one-color unit 
in a matter of seconds, not counting wash- 
up time. Direct-image paper plates, photo- 
graphic acetate or metal plates may be 
used. A standard Masterlith Duplicator 
equipped with the split-fountain ink unit 
instead of the one-color inker is $3250. 


Owners of Masterliths equipped for one- 
color runs may purchase the split-foun- 
tain unit separately for $495. The unit will 
be split according to customer specification 
without charge. Additional splits for runs 
of more than two colors are available at 
$50 each. For More Information Circle 
No. 119. 


ADDRESSING MACHINES 
Addressograph-Multigraph Corp., Cleve- 
land 17, Ohio, announces the 
Graphotype 350, a portable 


low-cost 


Class Ad- 


dressograph Plate Embossing machine for 
small volume requirements; and the low- 
Addressograph Class 200 for 
error-free repetitive writing in 


fast, 
clerical 


cost 
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Operations of every description. The em- 
bossing machine provides small businesses 
and the individual departments of large 
firms with a convenient, inexpensive means 
of maintaining their own Addressograph 
plate files. Whether the need is for con- 
ventional, repetitive data plates, short 
message-writing plates, identification tags 
or plastic credit cards, this machine en- 
ables the Addressograph user to put ad- 
ditions and changes into file as soon as 


they occur. The machine is not much 
larger than a standard office typewriter 
and is simple to operate for even the 
newest employee. The Addressograph 
Class 200 makes it possible for small or- 
ganizations to mechanize the writing of 
all types of repetitive data and for large 
business to extend Addressograph benefits 
to every department including payroll, 
shipping, routing, manufacturing, billing, 
mailing, accounts receiveable and accounts 
payable. For More Information Circle No. 
136. 


COLLATORS 


Inc., Dept. B, 50 
Church St., New York 7, N. Y., an- 
nounces a new line of office collators in 
mechanical and electric models with col- 
lating capacities of 8, 10, 16, 20 and 32 
sheets. New features are to be found 
principally in the electric models. Over- 
all appearance and dimensions remain 
identical to previous models with some 
lightening of weight. An_ electrically 


Thomas Collators, 
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driven stroke adjustment provides rapid, 
finger-tip adjustment of the feed arm to 
handle paper from 5” to 17” long. An 
adjustable bin assembly, in one piece, is 
integral to the machine and capable of 
collating pages from 3” x 5” to 20” x 17” 
A new electric driving mechanism and 
improved burred feed rollers assure con- 


tact with every sheet. All working parts, 
including power units, are in one detach- 
able unit. A bearing-mounted dial, elec- 


trically activated by a pair of micro 
switches, makes possible full adjustment 
to handle from 5” to 17” paper with one 
360° turn of the dial. Visible dial settings 
are calibrated in inches to correspond 
to paper length. By simple manipulation 
of sliding stops and side guides, each 





paper tray can be quickly adjusted to 
handle paper from 3” x 5” to 20” x 17” 
Burred feed rollers allow collating paper 
stocks of nearly all weights and finishes 
from tissue, onionskin and one-time car- 
bon to ¥s” cardboard. The roller assures 
uniform and positive contact with every 
sheet and eliminates double sheet move- 
ment. The automatic speed load control 
permits faster and unhampered loading of 
sheets by keeping feed fingers out of the 
way. A completely new driving mechan- 
ism in the electric models uses two motors 
on one head, running in opposite 
directions, to transmit all effort in a 
straight line to the interconnected feed 
arms of each tray. Thomas Collators are 
approved by the Underwriters Laborator- 
ties. For More Information Circle No. 
113. 


gear 


EXECUTIVE CASE 


Stebco, Dept. E-6, 1401 Jackson Blvd., 
Chicago 7, Ill., makes an executive brief 
case with the rich design and luxurious 
fittings of cases much as 
$50, yet this around $19. 


selling for as 


case sells for 


Made of Stebco’s Tufide which looks and 
feels like leather, yet will outwear leather 
five to one and costs The manufac- 
turer unconditionally guarantees any Tuf- 
ide case for five years. Among the features 
of this DeLuxe Tufide Brief Bag is Steb- 
co’s patented molded nylon edge that pre- 


less. 
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vents from breaking open or the 
stitches from wearing out. A Yale exten- 
sion lock, cushioned handle and heavy 
lock-stitched edges add to the luxury as 
well as the wearability of this case. Three 
roomy pockets keep contents separated 
and easy to get at. Available in London 
tan, British brown or black. Stebco offers 
a complete line of low-priced Tufide sales 
and executive cases for most business 
needs. They will custom-design Tufide 
cases for any specific purpose. For More 
Information Circle No. 117. 


edges 


SAFES 


John D. Brush & Co., 545 West Ave., 
Rochester 11, N. Y., announces their 1958 
line of low-priced Sentry Safes. All Sentry 
floor safes carry the Underwriters’ Labor- 
atories Class D label indicating successful 
endurance of a one-hour 1700° F. fire 
exposure and a 2000° F. explosion hazard 


test. Among other features are a_bank- 


type lock bar offering eight times stronger 


locking, heat-seal closure, a cam-type 
locking handle, and improved Vermiculite 
insulation. Styling changes include a 
greater use of chrome plate and polished 
aluminum trim, plus color options of 
Sentry sand or silver gray. The complete 
Sentry line includes basic models and 
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we 
psi GROPING 
| FOR THE 


“ 


TO CLEANER, 
FASTER, SHARPER 
STENCIL CUTTING 


nn 


No Static « 
No Chop Outs 
No Eye Strain « 
\ No Type Cleaning"? 
No Ragged Tracings * Pip 


No Mess...just press the patented J 
Red Dot to seal the film...it’s fast, r 
no sticky fingers,*ho gummy files. 


For More Information Circle No. 233 
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Nine Check Writer Fapd 


Gives the same POSITIVE 
PROTECTION as machines 
costing up to $500.00 


It is a machine that will 

absolutely prevent the mu- 

tilation, alteration or forg- 

ing of the figures in checks 

and other valuable securi- 

ies. 

aie (G Type) 


Nippo Machine Industry Co., Ltd. 


Tenji-cho, Nishi-ku, Yokohama, Japan 











For More Information Circle No. 309 


PRODUC-TROL 
Visual Control 


not only schedules, 
automatically checks 
with TIME, LINE 
and COLOR control 


Confucius said: “A picture 


10,000 words” 





is worth 








“ 


Scheduling 
8,000,000 items 


Original cost and upkeep low. 
Schedules and time checks operations. 
Historical record to back it up. 
Bad situations show automatically. 
Its simplicity has put it into 
world-wide use. 
¢ Analyze 100 items in 10 seconds. 


Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 


Westport, Conn. 
Phone CA 7-4I11, or Write for Booklet 
For More Information Circle No. 310 
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variations. The Sentry Standard (2340 cu. 
in.) and Sentry Major (3330 cu. in.) are 
available alone or with a concealing cabi- 
net of beautifully grained African mahog- 
any, or in walnut or blond finish. A two- 
compartment record safe, with two doors 
and two combinations for restricted use, 
comes in models of 4680 cu. in. and 6570 
cu. in., with all features of the Sentry 
Standard and Major. The line also in- 
cludes two fire-resistive wall safes with 
capacities of 1620 cu. in. and 780 cu. in. 
All Sentry floor and wall models have 
three-number combination locks, rugged 
steel door construction, functional inte- 
riors and advanced styling. All floor models 
available with a low-priced deposit 
For More Information Circle No. 


are 
slot. 


126. 


PERSONNEL LEAVE CALENDAR 


Press, 200A South 7th St., 
Columbia, Mo., makes a vacation and 
sick calendar for office executives 
and personnel managers. These calendars 
are printed in very light blue ink so they 
can be overwritten, using any code the 
finds most convenient. They are 


American 


leave 


user 


it 

punched for use in any three-hole stand- 
ard binder. A separate page is maintained 
for each employee. The use of these vaca- 
tion and sick leave calendars simplifies 
keeping an accurate, complete and read- 
ily accessible record of employee absence, 
annual vacation, sick-leave, paid holidays 
or other records requiring tabulation by 
calendar days. Minimum order is 25 sheets 
for $2; 500 for $15. Additional sheets over 
500 are 1%c each. For free sample, Circle 
No. 125. 


THE Orrice—December, 1957 





now | 

every business* 
Can use cost-saving 
“procedural 
micrefilming” 
with the 
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For More 
Information 
Circle No. 219 


The Only Microfilm Camera Specifically Designed for Procedural Microfilming! 


MOTORIZED » PORTABLE + Costs No More Than A Fine Electric Typewriter 


* Send today for actual applications show- 
ing how your business can save money 
with the FLOFILM 9600 portable microfilm 
camera, and free copies of “An Introduc- 
tion to Microfilm” and ‘Manual of Pro- 
cedural Microfilming”. 


| Check literature desired—clip coupon to letterhead and mail today! 


PLEASE SEND THE FOLLOWING: 
[_] An Introduction to Microfilming 


Please send me case histories of the following: 


(-] Accounting Use {_] Loan Companies 

[-] Appliance Dealers {| Manufacturers 

{| Auditors {_] Oil& Gas Companies 
{_} Automobile Clubs { | Breweries 

[_] Banks [_] Cemeteries 

{_] Bookmobiles [_] Certified Public 

(_] Jewelry Stores Accountants 

{_] Laundries [_] City and State 

(_) Libraries (] Colleges 


(NCORPORAT E D Dept. 76 
Flofilm Division e Norwalk, Conn. 
Sales and Service Offices in All Principal Cities 


—_— hk Ee oe a a ee EF SS GS EE A a a a a a 





[_] Credit Unions 

(_] Doctors 

(_] Dry Cleaners 

(_] Dry Goods 
Retailers 

[_] Fuel Dealers 

{_] Furniture Stores 

) Hospitals 

(_] Hotels 

{-] Insurance 
Companies 

(-] Phone Companies 

_) Power Companies 


pr OCedural 
microfilming 


[-] Manual of “Procedural Microfilming” 


Publishing - Printing 
Radio & TV Stations 
Railroads 

Retail Stores 


(_} Schools 


Stock Exchange 
Firms 

{_] Supermarkets 

] Telephone 

Companies 

(_} Utilities 

[) Wholesale Liquor 
Dealers 


Zone....... State 





SELECTIVE TAPE READER 

Friden Calculating Machine Co., San Le- 
andro, Calif., makes the Selectadata 
through which punched tape is fed at high 
speed until one of 127 pre-selected ad- 
dress codes is read. Then following codes 
are automatically read at normal speed to 
control other machines. This provides for 
such applications as paragraph selection 
for automatic letter typing, item selection 
for invoicing, sorting and making analy- 
ses of data on punched tapes. A Manual 


DATERS 


for SMALL fix 
and LARGE 5 
SPACES 
JAN 23757 


FORCE Daters fit the space 
of all office forms. Model 400 is 
ideal for narrow spaces—-inven- 
tory, ledger, sales cards etc. 
Date changes with stylus. Model 
450 is all-purpose dater; month 
changes automatically after 3 Ist 
day change. Bold day figures 
are easy to see. 

Write for Catalog 


NOV 26 1970 


WM. A. m8 & CO., Incorporated 
aoe 216 Nichols Ave. 
ay” Brooklyn 8, N.Y. 


Sales Offices: NEW YORK « CHICAGO « SAN FRANCISCO e MONTREAL 


For More Information Circle No. 318 


Data Selector al- 
lows’ inserting 
semi-variable infor- 
mation, such as 
dates, in the data 
being selected and 
typed from tapes. 
For More _ Infor- 
mation Circle No. 
109. 


OFFSET 

SCREEN TINTS 

Roll-O-Graphic 
Corp., 133 Prince 
St., New York 12, 
N. -¥., offers 
Screen Tints in 22” 
x 28” sheets for 
$7.50 per sheet. 
These are quality 
controlled, uni- 
form dot, field test- 
ed, and are used 
for offset plate- 
making. They are 
backed by an un- 
conditional guaran- 
tee. Sheets are .095 
thick and come in 
120 line, 133 line, 
and 150 _ line 
screens. Values are 
from 10% to 80% 
for the 20” x 24” 
size and 20% to 
80% for the 22” x 
28” size packed 
same value two 
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Preterrecd.... 


Csilbert Papers 


Preferred for the beauty ... the performance B ETTE R 


... the strength and permanence that only paper made 


with cotton fibres can give you. You'll see the added OTT) 
"1 . Ll -“ Co es % 
eye-appeal ... you'll experience the added 1 
impact for your business correspondence when 
ou select a Gilbert lity Paper. 
y ilber meres aper Fi pee 
Ask your supplier for samples. 


GILBERT PAPER COMPANY, MENASHA, WISCONSIN PAPERS 


A good letter is always better...written on a Gilbert Cotton Fibre Bond 
For More Information Circle No. 225 
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pulls the dirt out of type- 
writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 
firmly. 


Fold the putty 
upward to origi- 
nal pyramid shape 


NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 
NO HARMFUL FUMES to covse headaches 
or colds. 

To moke neot erasures— just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erase ond there will be no smeor. 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 


P ee. ee eee 6 4 4 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 281 
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sheets to a tube. The 20” x 24” size 1s 
$5 each. For More Information Circle 
No. 174. 


FLOOR MACHINE 


Hild Floor Machine Co., 1217 W. 
Washington Blvd., Chicago 7, Ill., makes 
a heavy duty 24” floor machine for offices 
with large floor areas to maintain. This 
Model E features an adjustable handle, 


momentary contact safety switch and non- 
marking bumper and handle grips. There 
are interchangeable attachments for scrub- 
bing, waxing, polishing and buffing. Heavy 
duty one horsepower capacitor start motor, 
115/230 volts, 60 cycle, AC. Available 
with 3-gal. shower-feed tank on handle 
for fast floor scrubbing. For More Infor- 
mation Circle No. 114, 


TRACING SCOPE 
Porta-Trace, Inc., 342 Clinton St., Bing- 
hamton, N. Y., makes the Porta-Trace in 
five models with tracing surfaces from 
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AND THE COPIES 


Here are the 5 reasons why: 


SAVES PAPER 95% of all office work is performed at one dial setting. 
No wasted paper. 


SAVES TIME No need to proof-read Copease copies. Copease copies 
everything 
COPIES ANYTHING Perfect copies from any kind or color of paper or ink. 
Produces one or two-sided copies. 


QUALITY CONSTRUCTION Means Copease is built to last. The first Copease ever 
sold is still in operation. 


OPERATING EASE Because Copease is thoughtfully designed, anyone can 
operate it. 
BUY COPIES FOR - ASK US TO PROVE IT! 
LESS WITH COPEASE { COPEASE CorPoRATION 


425 Park Avenue, New York 22, N.Y., Box 0-12 
Distributors in Principal Gentlemen: I'd like to have a free 3-day trial of Copease in my office[) 
Cities. Regional Offices: Please send free literature 0 


New York, 425 Park Ave. 
Plaza 3-6692 


Chicago, 226 N. LaSalle St. 
STate 1-1383 ADDRESS 


Los Angeles, 3563 Wilshire CITY 
Bivd. OUnkirk 5-2881 








NAME. 





FIRM NAME 























For More Information Circle No. 250 
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VACATION AND SICK LEAVE 
CONTROL 
SHEETS 


These control 
sheets give an 
accurate, read- 
ily accessible, 
and economical 
record of em- 
ployee's annual 
vacation, sick 
leave, paid 
holidays, and 
other records 
requiring tabu- 
lation by cal- 
endar days. 
Over 150,000 
sold this year. 


wee —_ 
om — 





VACATION AWD SICE LLAVE 
CALENDAR FOR 1958 


T FEBRUARY 
Tryatt Ts ; 
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1958 Vacation and Sick Leave Calendar Sheets 
25 sheets ; 
50 sheets .. $3.00 
100 sheets .. $5.00 
200 sheets . $9.00 
Additional sheets over and above 500 .... 

Minimum order 25 sheets—F.0.B. Columbia, 


Postage Prepaid if check 
or money order accompanies order. 


AMERICAN PRESS, 200A So. 7th, Columbia, Mo. 
For More Information Circle No. 342 


Eliminate 
Dangerous, 
Messy 
Wires 


ec 


$12.00 
$14.00 
$15.00 


$2.00 300 sheets 
400 sheets 


500 sheets . 


1%e each 
Missour! 


Use ELECTRIDUCT 
New Over-the-Fioor Extension Cord 
Safe, Stumbleproof, Unobstructive 

In Lengths of 4, 5, 6 and 10 ft. 

No Installation Necessary. 


U.L. Approved 
Write for FREE Circular O-ED57 


CMG INDUSTRIES ° IDEAS, INC. 
615 South 2nd St., Laramie, Wyoming 
For More Information Circle No. 343 
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10” x 17%” to 35%” x 47%”. These 
range in height from only 1%” to 1%”. 
The smallest size is illuminated by one 
15-watt fluorescent lamp, the three inter- 
mediate sizes have two lamps; the largest 
size has four 30-watt lamps. Tracing sur- 
faces of shatterproof opal Plexiglas give 
maximum light diffusion with minimum 
glare. Units can be had with glass top, if 
Low height allows convenient 
working position and permits use under 
standard straight edge or drafting ma- 
chine. Rubber feet prevent slipping. Steel 
frame is rust-resistant and unit is light in 
weight for easy carrying. Ideal for pre- 
paring offset paper plates, hecto masters, 
and duplicating stencils. The smallest unit 
costs $32.50; the largest, $255. For More 
Information Circle No. 176. 


FOOT SUPPORT 


Standard Foundry Products, 412 Laurel 
St., Reading, Pa., makes an adjustable 
foot-support for workers with seating 
units too high from the floor. Designed 
to reduce uncomfortable thigh pressure 
and body strain caused by improper sup- 
port for feet and thighs. Also eliminates 
contact with cold floor and drafts. The 


desired. 


support’s 14” x 16” top is of heavy ply- 
wood covered with marbolized linoleum 
with an attractive metal trim. Handles 
of sturdy chrome metal tubing 12” high 
permit height adjustments from 1” to 6” 
and prevent slipping. Can be moved for 
cleaning. Approved by the Correct Seating 
Institute. For More Information Circle 
No. 150. 
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YOU SAVE at least "a > on a new 


¢ 2, 
\% 


COLD and HOT 


bottle cooler 





LIST PRICE 
model 


USBI-H $220°° 


serves you f.o.b. Glen Riddle, Pa. 


e Refreshing Cold Water 
plus 
e Just-right Hot Water for inside conven- 
ience of hot coffee and other hot drinks. 


YOU SAVE, TOO, on this new 
COLD WATER 


fam bottle cooler 


$ 00 model 
Me 35” Pa. USBI 


e Supplies cold water 
only 





These are full-size, quality bottle coolers that use either a 3 or a 5 gallon bottle. You get 
convenience in full measure, and this is possible only with standard size coolers. Yet Sunroc 
USB1 costs no more than small size coolers! And Sunroc USBI-H is $55.00 less than 
the lowest priced model of any other combination bottle cooler available! 


r SUNROC CORPORATION—Division M—Glen Riddle, Pa. 
Check which and PLEASE PRINT 
[| Payment enclosed, plus applicable taxes, for 


ORDER NOW [] model USBI | model USBI-H 


[_] Send literature on new Sunroc Bottle Coolers to: 
or request literature 


e ; TITLE 
IMMEDIATE DELIVERY 


ON PRE-PAID ORDERS —— 


FE cacssssnsssscnssceys 
For More 
Information 
Circle No. 171 





lots of sorters «++ | 
but only ON. E 23 / 


By, 


VERT-A-SORT 


. . « the Easy-Action vertical paper sorter 
that answers the nee~ for sorting efficiency in 
any business having large or small sorting 
problems. Every Vert-A-Sort Installation made 
has resulted in increased production, no matter 
what sorting methods were used before! 


. +. made in a variet 
of sizes, all of which 
can be indexed to suit 
your needs. 
Built for years of 
efficient usel 


ehlhaas 
VERT-A-SORT 


for Complete Details 


PIN THIS AD TO YOUR LETTERHEAD 
and mail to: 


ANY 
TH COMP 


_ CHICAGO AVE. 
Be CAGO 17, ILLINOIS 


For More Information Circle No. 284 


CASH REGISTER 


CASHERE CORPORATION 


Swccessor to International Cash Register & Parts Ce. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 


For More Information Circle No. 285 
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SCHEDULING WALL CALENDAR 


L. D. Blehart Co., 10 Fiske Place, Mt. 
Vernon, N. Y., makes the Sked-U-Cal, 
a large 25-year, reminder-type wall cal- 
endar with changeable monthly calendar 
cards having big date spaces for eraseable 
notes. It is approximately 2 ft. sq. and is 
designed for planning and scheduling jobs, 
orders, dates, programs, 
meetings, etc. The rigidly constructed and 
colorfully lacquered Masonite backboard 
holds a complete set of monthly calendar 
cards and serves as a channel for sliding 
the cards to left or right. Cards can be 
inserted or removed from the front as 


deliveries, due 


Rarerin) ¥ Tieay 


well as from the sides, which facilitates 
changing. A recess in center of top panel 
holds the monthly name-cards and the 
space on both sides makes a convenient 
pencil holder. Calendar-cards are printed 
on one side with big dated boxes for 
ample notations and their entire surface 
is laminated with a plastic film for dura- 
bility. Memos are written with black or 
colored marking pencils and at end of 
month wiped clean with a cloth or tissue. 
A black and red pencil are supplied with 
each unit. Sked-U-Cal is self-starting and 
complete. There is no need to refer to 
another calendar at any time. For More 
Information Circle No. 144. 


STENCIL CORRECTION FLUID 

Milo Harding Co., 500 Monterey Pass 
Road, Monterey Park, Calif., is distribut- 
ing Tempo Correction Fluid in a square, 
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it's what your 


office girls will 


throw in your 
direction when 


you install 


ordigra ph 


aes? Yn 


Any girl can operate it. Any girl can carry it with 
ease. They'll particularly like the fact that there is 
no ink needed. Just type or draw a paper master, 
feed it into the super automatic master-clamp, and 
it is held, or ejected... automatically. 

There is no spilling of alcohol and staining of fur- 
niture. A transparent leak-proof plastic container 
screws into place and is out of sight in seconds. 
Everything is simple...speedy...automatic. Auto- 


matic paper feed, roller moistening for clean bright 
and sparkling copies, self-aligning impression roller 
with 5 degrees of pressure, copy counter, etc. 

A sturdy machine, with aircraft style dual panels, 
handsome in two-tone tannish-grey /sky-blue. A ma- 
chine that can be used anywhere, for anything in 
duplicating. 

See this versatile “eye-catching” duplicator at the 
earliest possible time... 


all for only *J|49Q + t.e.t. 


fordigraph corporation of americas 387 fourth ave.» new york 16 


For More Information Circle No. 178 
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Cluttered top is fault of desk — not the person 


Are men really neater than women? 


Time-wasting “desk top clutter" can now be 
eliminated for both men and women 


We don’t want to get into any argument about the 
neatness of men versus women. But Shaw-Walker 
does know that desk neatness and work efficiency 
have a definite relationship. When new Shaw- 
Walker ‘“‘Clutter-Proof’’ Desks go into an office, 
work efficiency and work output go up. Here’s why. 

Fully 75% of the things that drift around on top 
of other desks have a specific place inside this desk. 





There are off-the-desk trays for 
incoming, outgoing and pending 
letters, off-the-desk space for 
work organizers, work separators, 
deferred projects, tickler, binders, 
books, pads, forms, card lists. 
Most ingenious of all is an in-drawer wastebasket 
and provision for in-drawer phone! 

With a Shaw-Walker ‘‘Clutter-Proof’’ Desk, 
usable working space on the desk is actually doubled. 

See these new color-styled ‘‘Clutter-Proof”’ 
Desks at our local branch store or dealer or write 
Shaw-Walker, Muskegon 14, Michigan, for booklet 
“This desk is time-engineered to help you.” 


= Largest Exclusive Makers of Office Equipment 
Muskegonl4, Mich. Representatives Everywhere 


December, 1957 


Tue OFrrict 





spill-proof glass bottle topped with a large 
easy-grip cap. Nested in the bottle’s neck 
is a specially designed insert which prevents 
accidental spilling and helps stop evapo- 
ration. A nylon brush of just the right 
length makes correcting stencils easier with 
this non-burnishing correction fluid. For 
More Information Circle No. 123. 


ELECTRIC STAPLER 


Easy Auto Stapler Co., 160 Broadway, 
New York 38, N. Y., offers the Lestro 
Electric Stapler which has finger-tip con- 
trol and will staple up to 40 sheets of 
paper. It is easy to load at the top with 
210 staples and its action is jamproof. 


better records on Parsons! 


Your business makes the record. 
Machine operators, bookkeepers 
and accountants keep it. They 
prefer the fine, smooth, uniform 
papers which will not ‘dog-ear”’, 
discolor or tear easily . . . the 
papers which add permanence to 
your records and their efforts. 
They prefer cotton fiber papers 
. the product of Parsons for 
over 100 years. Parsons King 
Cotton Papers can 
help you keep your 
records better. 


Weighs only 4 Ibs. and requires only 93%” 
x 3” of deskspace. Operates on 115-volt, 


60 cycle AC without bouncing or sliding. Arsons 
Can be controlled by a footswitch and 


two or three staplers may be operated si- 
multaneously with footswitch. For More 
Information Circle No. 133. 


PHOTOCOPIERS 


. aac alae Ct AA Re ee ; . iS WRITE ON YOUR BUSINESS LET 
C opease C orp., Box O-12, 425 Park Ave., oy SM TERHEAD FOR OUR BOOKLET 
New York 22, N. Y., announces that the , NO. 4K, ON HOW TO CHOOSE THE 
. 7 ali ack«s i. . = : RIGHT RECORD-KEEPING PAPER. 
cost of quality black-and-white multi- colatiaims Gaunt. salves. 
photocopies is cut in half through the use  aiaaaaael MASS. © PPCO 1957 
of newly developed Agfa photocopy paper 


which can be used under the most severe More Information Circle No. 280 
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office lighting conditions. Two perfect 
copies can be made in seconds from a 
single negative on Copease photocopying 
machines. 





FOR Alt NOISY 
OFFICE MACHINES 


Copease also announced a new book 
copier which combines exposing and print- 
ing in one unit. It makes copies of origi- 
nal written or printed book pages without 
distortion or loss of margin. Copease pho- 
tocopy machines make  black-on-white 
copies in seconds of any original, or any 
ink, crayon, pencil or printed matter on 
any kind of paper, colored or opaque, or 
paper printed on both sides. The machines 
copy 95% of all work under all office 
lighting conditions at a single dial set- 
ting, resulting in paper saving. For More 
Information Circle No. 145. 


LABEL HOLDERS 


Office Products, Inc., 26029 W. Eight 
Mile Road, Detroit 19, Mich., is packag- 
ing two 6” strips of their OPI Premier 
Label Holders of clear vinylite plastic with 
perforated inserts in a new handy pack- 
Price is the same as the previous 
price of one 6” strip. OPI Premier Label 


age. 


Users think a lot of ACOUSTINETS! 


The famous air conditioning firm—Trane Company of La Crosse, Wisconsin—pur- 


chased Acoustinets . 


. and after one week's experience, they ordered 8 more. 


You, too, can enjoy increased productivity—happier and healthier personnel—by 


using Acoustinets. Try them... 


© 1957 


—— 


(Gate 








Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and mecsurements. 


412 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 


For More Information Circle No. 298 
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“World's largest maker of miniature trains" 


44 : 
Waltonal Accounting Machine System saves us more 


than 100% a year on our investment.” 
—THE LIONEL CORPORATION, New York 


‘We use the National Accounting Machine because of its 
many automatic features which do so much of the operators’ 
work that there is a great saving of both time and effort 


“We estimate that these savings return us more than 
100% a year On Our investment 


“There are other benefits besides direct savings. The work 
is neater. Several records are made simultaneously. Needed 
figure information is obtained sooner—while it is news, not 
history. And employees are hap- : 
pier because the work is made Wau err, 


easier.’ President, The Lionel Corporation 


THE NATIONAL CASH REGISTER COMPANY, barron 9, on10 


989 OFFICES IN 94 COUNTRIES 


For More Information Circle No. 
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In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your nearby 
National man will gladly show hou 
much you can save—and why your 
operators will be happier. 

He's listed in the phone *_me 
book's yellow pages. 

* TRADE MARK REG. U. &. PAT_OFF. 
Walional 
ACCOUNTING MACHINES 
ADDING MACHINES « CASH REGISTERS 
wer paper (No Carson Requiztp) 


179 





Duplex Electric Model 912 ED/a-(illustrated) 
features extra ‘Memory’ register, Automatic 
Accumulation, Subtraction and ‘Full Cent’ 
but represents no greater investment 

than other ordinary single 

register machines. 


LOGS 2 Unrivaled for poyrol 


billing, sales analysis and 


* RAPID ADDERS 
- HAND OPERATED CALCULATORS 
- SIMPLEX ELECTRIC CALCULATORS 


- DUPLEX ELECTRIC 
CALCULATORS Control Systems, Inc. 
PLUS COMPUTING MACHINES DIVISION 
5 Beekman Street, New York 38, N. Y. 
Telephone: REctor 2-0045 


statistical work. 


For More Information Circle No. 267 
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Holders come in %”, 34” 
and will adhere to any clean flat surface. 
They are open on three sides for insertion 


of card or label, and can be cut to de- 
sired length to label files, shelves, bins, 
letter trays, etc. For More Information 
Circle No. 175. 


PUNCHED TAPE UNWINDER 


Whiteford Laboratory, 420 Market St., 
San Francisco 11, Calif., offers an un- 
winder, or tapg hugh ly reel, which will 

e Bow 


feed accumulated rolls of common lan- 
guage tape to any input from the original 
starting point, without rewind, in any di- 
rection. Designed for a variety of opera- 
tions, the Whiteford Unwinder is useful 
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and 1” widths; 


WILL NOT REMOVE 
SKIN OILS 


TEXOLITE 


THE MOST EFFECTIVE ONE STEP WASH UP 
FOR ALL RUBBER ROLLERS AND BLANKETS. 
LITHO-TEX with Skin conditioner TEXOLITE 
will remove dried ink, gum, gloze, scale 
pigments and all toreign substances from 
surfaces and pores of rollers 

also contains 

KRYOLITE THE ANTI-OXIDANT RESTORES TACKINESS 
TO ROLLERS FOR PROPER INK RECEPTIVITY, TRANS- 
FER, AND PREVENTS STRIPPING 

Harmless to all types of rollers and plates 
No residue or bod odor 

MINIMUM WASH-UP TIME 

Non-Toxic, contains no. dangerous chemicals 
Non-explosive, FLASH POINT 130° 

N.Y.F.D. C. of A. No. 2207 


SEND FOR FREE SAMPLE , . , DEPT, OFI2 


to) m@ merece). 7-Voi[e 


lee) ite) PNile). | 
133 Prince St., New York, N. Y. 


For More Information Circle No. 314 


CHRISTMAS 
+ SEALs 





End costly hand collating 


ra Y 7] « 
r 
% 


4\ 
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few ee) 
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The Macey now makes unnecessary slow, 
costly hand collating, with disrupted office routines, 
overtime, and the expense of extra temporary 
workers. [t gathers up to 3,000 sets an hour, of 
varying size, weight, finish. It is designed for use 
by office people, without special training; can be 
easily set up without tools. 

Two-thirds of the users save 80°, or more and 
96°, save 50°, or more... shows worthwhile 
savings with even occasional use . . . speeds 
delivery of forms, schedules, manuals, price lists, 
bulletins, records, catalogs, etc. Ask the nearest 
Pitney-Bowes office to survey your collating 
requirements, without obligation—and learn how 
the Macey Collator can help you. Or send coupon 


for free illustrated booklet and case studies. 


Sold and Serviced by 


Pitney-Bowes, Inc. 


Originator of the postage meter ... leading maker of mailing 


machines... with 107 offices in U.S. and Canada. 
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with the Macey Collator-—- 


e Fully automatic. Suction feed 
gives positive control of ever) 
sheet. Sets are automatically 
checked for too many or too few 
pieces; signal light shows which. 


e Handles sheets as smallas 3 by 
5 inches; and as large as 12 by 17 
inches, depending on model. 
Onionskin to one-eighth inch 


e Easy to load. Has large ca- 
pacity, about 3,000 sheets of 
letterhead weight. 
¢ Comes in 4,8, 12 o0r 16 station 
models. * 

stacker, 
unit, and 


¢ Has optional extras 
oscillating delivery 
wire-fed stapler. 


e Pitney-Bowes service from 302 


board. re cities, coast to coast. 





PiTNEY-Bowes, INC. 
3406 Crosby St., 
Stamford, Conn. 


Send free booklet and case studies 
on the Macey Collator: 


Name — 


Address 











For More Information Circle No. 181 
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SPEEDRY for all communications operations and 
will feed any standard tape widths (5, 6, 

| 7 or 8-channel) to transmitters, computers, 

MAGIC | automatic typesetters and _ typewriters, 
readers, comparators, verifiers, office ma- 

MARKER chines, etc. The Whiteford Unwinder has 


an integral tape guide which takes tape 
LINE from the center, or start of the accumu- 
| lated roll at the most efficient angle and 
we//-balanced feeds to inputs at any angle or direction. 
| This permits unlimited choice of position- 
for volume | ing without accessory guides. The unit, 
sales! | not powered, is a slave device, adjusting 
‘ automatically to the requirements of the 
input. The Whiteford Unwinder, essen- 
tially a feed-back device, is simply con- 
structed. A lightweight reel-pan with a 

type of customer. Ideal vat if 
for a complete Speedry centered cone rides freely on nylon bear- 
department. Remember, ings. Friction is negligible and there is no 
Speedry offers patented | drag on the input mechanism nor main- 
Capac Action to guarantee tenance problems. It will operate any- 
constant ink flow for where without being secured but it can 
customer satisfaction. be permanently mounted or concealed. 
— Unit is available in 8” and ie capacities 
US. Pat. No. 2,713,176 and is instantly convertible from one size 
Writes on any surface! No loose ink! to the other. For comprehensive data, 


Instant dry! Millions sold! 9 colors! * . 
77¢ retailer Circle No. 139. 


Your diversified line 
(39¢ to $2.50) sells every 


2. LAUNDRY MAGIC MARKER 

U.S. Pats. Pending ACCOUNTING SHEETS 

Writes on all material. indelible 

39¢ retailer Eastern Corp., Bangor, Me., offers a 
3. MAGIC MARK STENCILEER sample book which contains specimens of 
U.S. Pats. Pending 

Mohair stencil head! Ready for use! 

9 colors! $1.25 retailer 

4. MAGIC MARKER BRUSHPEN 

U.S. Patent Nos. 2,416,596, 2,547,541 

Attractive gold-finish! 99¢ retailer hoes 

5. MAGIC MARKER STENCILING SET pEADINGS 

76 detachable stencils, stencileer, 

easel. $2.50 retailer 


siesiaaaeeiialiiaiaaatoniiieaa 5. 
STENCHLANG SET 


ROUND 
CORNERING 


SPEEDRY PRODUCTS. INC. 


Richmond Hill 18, New York Dept. 03 
Please send Speedry Price List and Catalogue 


— Atlantic Bond Ruled Headings, also round 


hole, slit and slot drilled samples along 
with those of round cornering. This at- 
For More Information Circle No. 315 
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Yuu | on © 
Office Typist as Vari-Typer 





— S - F f ) Y Team up a good office typist 
a T» with the Versatile Vari-Typer 
and see how fast your office 


L 0 | ‘ C 1 S ] duplicating costs go down! 


Vari-Typer ... with hundreds of 


instantly changeable’ type 

] Y p 0 F - A ? H Y faces...eliminates the need for 

costly outside type-setting... 

gives you professional looking 

R ( 4 | | N typography, ready for any 
office duplicating method. 

Vari-Typer gives you greater 

Y 0 J R 0 W N control over each job, too... 

make instant type corrections 

() F 7 | C F | ...speed the production of price 

: : lists, office forms, bulletins, 

manuals, etc. Ask your nearby 

Vari-Typer man for a free 


demonstration...or write direct 


ina & for details. 
Text of this ad by Vari-Typer. 


Headlines by Headliner. 


Vari-Typer Corporation 


712 Frelinghuysen Avenue 
Newark 12, New Jersey 
Subsidiary of Addressograph-Multigraph Corporation 


For More Information Circle No. 249 
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So “ot Sao7o © 


SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Write for Circular 
and Prices 


=, 


32 MewKLIAMS ST 
FOND OY LAC wis. 





TIME RECORDER 
+ TOTALIZER 


TR + T furnishes accurate data 
on office machines, systems, 
processes — on tape! Records 
on-off time of equipment, 
productive time of personnel. 
Provides impersonal time-study 
information, true cost-accounting, 
preventive maintenance data, etc. 


Continuous 4-month 
tape— needs no ink. $65 


standard....... 


INSTRUMENT CORPORATION 


657 BROADWAY. NEWYORKI2.N.Y. © 


Please send Brochure ‘‘0” and 
price lists on TR + T. 


Name 
Company. 
Address 
City 
@SOsoeaere 2 














For More Information Circle No. 300 


| tractive six-page book displays the stand- 


ard headings that are supplied in red and 
blue ruling. Also contained is information 
pertaining to other types of ruling and 
ruled headings. Drilling and round corner- 
ing details are also outlined as to addi- 
tional sizes that can be supplied. For the 
book, Circle No. 163. 


BRIEF-CASE PHOTOCOPIER 


F. G. Ludwig, Inc., 103 Coulter St., 
Old Saybrook, Conn., makes the Con- 
toura-Portable photocopier which can be 
carried from office to office, requires no 
special skill, takes normal office lighting 
and the same setting for all material. It 
has a unique plastic air-cushion so that 
it can be put face-down on bound books 
and follows the contour to the margins to 
produce black, permanent copies. Used 


face-up, the Contoura copies anything 
printed, written or drawn. The machine 
will make transparencies for diazo use, 
and will produce negative film, in eight 
seconds, for offset plates. Cost of copies 
by Contoura is llc per page compared to 
60c for typing and proofreading the same 
material. It copies all colored inks, crayon, 
pencil, spirit duplicator and ballpoint pen. 
Machines are priced from $137.50 to 
$420. A Magna-Portable model repro- 
duces two letter-size pages at one time. 
For More Information Circle No. 118. 
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Victor’s new, completely automatic printing calculator with the 


New Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


Flick Up to Multiply Center to Add, Subtract 


VICTOR “isis CALCU LATOR 


Imagine! Multiply, divide, add or subtract 

with the new Victor Calculator—all automat- 

ically! Just flick the Simpla- Key —enter fig- 

ures as you’d write them—and the machine 

does the rest. Unbelievable ! 

A printed tape, with a true symbol, identifies Victor Adding Machine Co. Dept. O-1257 

figures entered and operation performed. See Chicago 18, Illinois 

the unique Victor Calculator today. Con- Send me complete new brochure on Victor 

venient terms. See ‘“‘V’’ for Victor in the Automatic Calculator. 

adding machine section of the Yellow Pages. Name 
VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. Company Name 

Victor-McCaskey, Ltd., Galt, Ontario pore 


Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cars. 


For More Information Circle No. 248 
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AVOID COST AND 
DELAY OF BINDERY 
DRILLING 


CURE HAND-PUNCHING 
HEADACHES WITH A 


Sptunth 


PAPER DRILL 


A real production model— 
handles big or small jobs. Does 
clean, sharp drilling. Takes 1” 
stock. Table size 12”x18”. 
Chip disposal. Adjustable back 
gage and 4 stops. Price includes 
one hollow drill. 12 standard 
size drills from 1% to %”—$3.75 
each. Slitting attachment $7.50; 
slotting attachment $9.00. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. © Rochester 6, N. Y. 


For More Information Circle No. 301 


TEAR-PROOF INDEXES 


G. J. Aigner Co., 426 S. Clinton St., 
Chicago 7, Ill, makes Aico Rip-Proof 
Indexes and Buff Division Sheets with the 
binding edges reinforced with DuPont's 
Mylar Polyester Film. In 5026 compara- 
tive tests made with Aico Rip-Proof In- 
dexes and indexes with paper, cloth and 
metal reinforced binding edges, Aico’s 








oO 











KE 





Mylar reinforcement demonstrated supe- 
rior resistance to wearing, tearing, ripping 
and pulling through. The punched holes 
in Aico Indexes reinforced with Mylar re- 
quired 28 to 34 Ibs. pulling pressure be- 
fore the holes gave way, revealing two to 
five times greater strength than other types 
of reinforcement. In addition, Mylar is 
thinner and less bulky than cloth or metal 
reinforcement, yet costs no more. For a 
free sample and easy Test-It-Yourself di- 
rections, Circle No. 138. 


ADDERS, CASH REGISTERS 


Smith-Corona, Inc., Syracuse 1, N. Y., 
announces its color styled adding ma- 
chines and cash registers in blue, green 
and pink. The Salon Pink cash register is 
for the beauty shop trade. The new key- 
board contains more white keys than char- 
coal keys, and the backplate is painted in 
white for better readability and contrast. 
Smith-Corona’s consultants contend that 


THe Orrice—December, 1957 





New, free manual 
shows how offset can be a 
real business asset 


i} cca. 
fs 
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an ee! 


results 


with office-size 
offset equipment 
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MEAD PAPERS 


} 
i 
} 
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This valuable manual is a reference source of 
ideas to use the offset process to best advantage. 
Sales Offices: Mead There’s nothing technical or mechanical about 
Papers, Inc., 118 . ron 43. x o . Rt ee 
West First Strest. it. Instead, it’s filled with suggestions on easier 
Dayton 2, Ohio » ways to prepare copy, how to add interest to 
New York « Chicago . . 7 
Meta ¢ dee your printed material, how to get more dramatic 
Philadelphia effects, how and when to use color, and many 
more worthwhile facts. It explains, too, the 
importance of good paper stock (and why you 
should think of Mead first). To get your free 
copy, just ask the Mead paper merchant near- 
est you, or write to The Mead Corporation, 
Advertising Dept. 0-105, Dayton 2, Ohio. 


For More Information Circle No. 244 
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one result will be better speed and accu- 
racy on the part of the operator. For 
More Information Circle No. 142. 


STEEL SHELVING 


Penco Metal Products Div., Alan Wood 
Steel Co., 200 Brower Ave., Oaks, Pa.., 
makes adjustable steel shelving to meet 
virtually every storage need. The Penco 
line includes plain shelving in 240 differ- 
ent size combinations and ledge shelving 
in 735 different size combinations. Three 
basic types are available: open shelving, 
consisting of posts, shelves and_ braces; 
closed shelving having posts, shelves, backs, 
sides, partitions and bases; and closed 
shelving, with doors and locks in oven- baked enamel, electrostatically 
addition to equipment of the second type. sprayed over a special, corrosion resistant, 
All can be readily adapted to provide an zinc-iron-phosphate undercoat. Standard 
almost indefinite number of variations of colors are green, gray and tan. All Penco 
size, arrangement and function. Con-_ shelves and dividers are standard, inter- 
structed of heavy gauge steel, Penco steel changeable, and easily adjustable on 1” 
shelving meets or surpasses government’ centers. A screwdriver and a wrench are 
specifications to provide long, trouble-free are only tools needed for assembly. For 
service. All parts are finished in durable, More Information Circle No. 148. 


THE WORLD‘ OF FIGURES AT YOUR FINGER TIPS 
famann 300 


a four-operation calculator with 


simplified keyboard 
touch- operation 
double-back transfer 
automatic division 


For further information folder No. 1404E 


De Fe We  prurscue teepnonwerke uno KABELINDUSTRIE 


AKTIENGESELLSCHAFT - BERLIN SO 36 (US-SECTOR) 


For More Information Circle No. 282 
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THe OFFICE 





NCR forms are now realistically priced, priced in competi- 
tion with carbon interleaved or carbon spot forms. 


No longer Is it only a question of price, the question is one of application, 
as the price difference on two and three part forms is measured in pennies 
per thousand and only slightly larger on more multiple sets - - Fold Over 
Statements one and two part, in some sizes are lower in cost than Carbon Sets. 
Form Analysts, Buyers and users of business forms should investigate the 
tremendous possibilities of this new, unique and interesting paper rotary 
lithographed and rotary collated into sets of Inter-Office forms, Lettersets, 
Order Forms, Bills of Lading, Invoices, Voucher Checks, Purchase Orders and 


many types of factory application. 


Sold through your favorite Distributor, Stationer, or Printer. 


We have no 


direct sales office or exclusive territory, but for your convenience the below 
is a partial list of those eager to service your needs: 


ALABAMA 

Birmingham: Birmincham Sa‘esbo0k Co 
AL 1-7152 

CONNECTICUT 

New Haven: New England Bus 
FU 7.6676 

DELAWARE a? 
Wilminaton: Nussbaumer Co. OL 5-129, 
FLORIDA 

OrlanJo: Robinson Inc. 5-2566 
Taiishassee: Robinson tnc. 3-4755 _ 
Tampa‘ Accurite Bus. Forms ST 2-7089 
ILLINO:S 

Chicayc: Efficiency. Inc. SE 8-1983 
Chicago: Modern Bus. Forms ST 2-7089 
Sterling: Rock Rivr. Val. Ptrs. MA 2727 
INDIANA 

Elkhart: Service Press 3-0800 
Indianapolis: C. H. Arend CL 5-0420 3 
Indianapotis: Norm. J. Graul CL 1-3272 
Marion: Cari H. Bleke Phone 282 

Mich. City: Bodine Ptng. Co. TR 4-5288 
So. Bend: Superior Bus. For. CE 3-5: 
IOWA 

Davenport: Harris Bus. Forms 2-5318 
KENTUCKY 


Lexington: Transylvania Ptng Co. 2-7977 


MAINE 

Portland: H. N. George Co. SP 4-968! 
MARYLAND 
Baltimore: Better 
Baltimore: D. N 
MICHIGAN i 
Detroit: G. Norman Brown TR 5-7978 
Detroit: Industrial Printers LI 3-9594 
Grand Rapids: Superior Bus. Forms 

OL 6-1087 

Kimazoo: Superior Bus. Frms. Fl 3-1649 
MINNESOTA 

Duluth: Modern Supply Co. RA 7-2441 
Minneapolis: Arnell KE 2261 J 
Moorhead: Steffens Ofc. Equip. 3-1736 


Fornis 


Bus. Forms PL 2-23 
Owen & Co. SA 7-00 


50 
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MISSOURI 
St. Louis: Brice Co., CH 1-3435 
NEW JERSEY 
Laurel Springs: Lou Fink & Son 4.0082 
Morristown: Service Business Forms 
JE 9.2959 

ston: Bill Brown & Co 


NEW YORK 

A'banv: Coolev Bus. Forms 89-3'37 
Binghamton: Coolev Bus. Form }-3690 
Buffalo: Chas. 0. Zacher MOhe..« 6425 
N. Y.: Cooley Bus. Forms MU _-2690 

N. Y.: Ecco Bus. Svstems MU +-0110 

N. Y.: Printed Products Co. BR 9-8057 
Rochester: J. C. Moore Co. BA 5-3760 
Rochester: Cooley Bus. Forms BA 5-9805 
Syracuse: Cooley Bus. Forms SY 75-1606 


NORTH CAROLINA 
Greensboro: E. P. Geoghegan BR 4-2772 
Greensboro: Key Bus. Systems BR 3-2150 
OHIO 
Akron: Stinaffs HE 4-2106 
Cc eveland: Doan Ptng. Co. MA 1-7699 
Clevs'and: Kyman Business Forms 
SK 2-2768 
Columbus: Stoneman Press CA 1-4311 
Hami'ton: H. Wuebbold Co. TW 32-4747 
Mansfield: D. Barr Assoc. LA 4-431 | 
Minster: Post Printing Phone 46 
Springfield: Supr. Bus. Forms FA 2-3035 
PENNSYLVANIA 
Harrisburg: Geo. H. Amend CE 2-8303 
Pittsburch: Craftsman Business Forms 
TU 2.4547 
Pittsburgh: Accounting & Business 
Forms LO 2-0314 
TENNESSEE 
Memphis: S. C. Toof JA 6-227! 
VIRGINIA 
Arlington: Car! D. Ford JA 7-7294 
WISCONSIN 

ilwaukee: American Business Syste 
BR 2-4643 _— 


EX f-9191 


Distributors and Stationers write for Fall 1957 Price Catalog. 


_Vlodein Crusimess Trume WG. C0. 


331 WEST COURT «© CINCINNATI 2, OHIO 


For More Information Circle No. 266 
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ONCE YOU TRY ® 
SORTKWIK 


YOU'LL NEVER BE WITHOUT IT! 


The INVISIBLE Fingertip Magic for 
SORTING, COUNTING, FILING 
UP TO 3 TIMES FASTER! 


EASY TO USE! Just rub SORTKWIK 
between fingers until dry. Hard-to- 
handle cards, new currency, smooth 
finish papers can be handled faster, 
easier. Long lasting supply... 5@¢ 
At your stationer or send $1.00 for 
TRIAL OFFER of two regular size containers 


LEE PRODUCTS COMPANY 
Dept. 0-12, 2736 Lyndale Ave. So., Minneapolis, Minn. 


For More Information Circle No. 302 


ODERN BEAUTY 


STYLED IN WOOD. 
by WORDEN of HOLLAND | 


3060 SERIES 
58" x 32" 


A complete line of commercial 
type office desks, chairs and 
leather upholstered furniture. 


WRITE FOR CATALOG AND DETAILS 


the 


WORDEN company 


HOLLAND 


MICHIGAS 
For More Information Circle No. 303 
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| Williams St., 


MAIL DISTRIBUTOR 


Corp., Dept. O, 32 E. Mc- 
Fond du Lac, Wis., makes 
the Model MDC Distributing Case with 
large capacity for faster and easier distri- 
bution and pickup. A spring steel frame 
makes the  plastic-coated canvas case 
lightweight and easily maneuverable. Case 
is divided into 26 equal spaces by legal 
size metal-tabbed index file partitions, but 
the user can divide the case into as many 
different and various size spaces as de- 
sired. Being only 15” wide at the top and 
14” wide at the bottom, this case is slim 
enough to fit between desks or other office 


Can-Pro 


furniture, through small aisles in factories, 
up and down stairs, in and out of eleva- 
tors. There are two 5” diameter, ball 
bearing, front swivel wheels to make sharp 
turning and steering effortless. Wheels are 
made of long wearing Ruberex, suitable 
for quiet movement on linoleum, tile, 
hardwood and cement floors. The plastic- 
coated Vylan case can be = easily 
washed’ with a cloth and warm soapy 
water, and it is waterproof and fadeproof. 
Tan color, trimmed in tough vinyl plastic. 
A snap-on cover is available if it is to be 
used out of doors or in dusty areas. The 
bottom shelf of the cart can be used to 
carry packages and boxes. The unit is 
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Look ... you can type on it! 


MAKE REVISIONS 
IN SECONDS 


with this new invisible tape 
you can write on! 


FAST, NEAT CHANGES are easy to make with 

“ScoTcu’’ 810 Permanent Mending Tape. It 

has a new non-reflecting surface you can write on with pencil, ink or 
typewriter. And revisions look neater because “‘ScorcH’’ 810 becomes 
practically invisible on contact with paper. Also, it will never shrink, 
become brittle or ooze adhesive. ‘“ScoTcH’’ 810 is the ideal tape for 
invisible mending of office records, maps, important documents. Get a 
supply today! : 


REG. U.S. PAT. OFF . zs 
Sco { CH B10 


BRAND manant Mending Tepe 

PAPER MENDING: 
810 Permanent 
Mending Tape 


RooUCT o 
4 . The term ‘“‘Scotcn”’ is a registered trademark of Minnesota Mining and Manufacturing 
Co., St. Paul 6, Minn. Export Sales Office: 99 Park Ave., New York 16, N.Y. In Canada 
Resenact P.O. Box 757, London, Ontario. 
For More Information Circle No. 229 
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used for the distribution and pickup of 
mail, paychecks, forms, small parts, etc., 
in office, factory and on outdoor construc- 
tion jobs. For More Information Circle 
No. 104. 


PLASTIC BINDERS 


Co., 4403 2Ist St., 
Long Island City 1, N. Y., makes a line 
cf Cesco vinyl plastic ring and prong 
binders in a wide variety of regular and 


C. E. Sheppard 


special colors, designed to add impact and 
appeal to sales and service manuals, price 
lists, catalogs and various executive 
Made to accommodate 11”x8%2” 
sheets, the binders come in two grades of 
virgin vinyl. Stock binders are available 
with flexible or stiff covers in 1” or 1%” 
capacity. Where 2” capacity is required, 
Cesco offers a stock twin prong vinyl 
binder with three pairs of thin prongs for 
the same standard ring book sheets. In- 


records. 


Lower the boom 
on postage waste! 


If the mail scale in your office isn’t dependably 
accurate, it will pad your annual postage expense, 
making you pay 6c for a 3c mailing— 

Or, it underweighs a 6c mailing, and makes the 
recipient shell out 3c in “postage due.” Too much 
of that could make customers start hating you. 


Bad business! 

Check your scale. If it’s a liar, junk it. Get a 
Pitney-Bowes scale and be forever safe... For 
instance, there’s the new, low-cost model “4900” 
that weighs accurately for Ist or 3rd class mail, 
from | oz. to | lb. Instantly computes exact postage 

™, needed. Saves mailing time as well as postage. 


Five other PB scales are 
available. They include a 
parcel post model that 
weighs up to 70 Ibs. Ask the 
nearest PB office to show 


ee al 


you. Or write for our free 
illustrated booklet. 


= PITNEY-BOWES 


Free: Ask for handy 
desk or wall chart of Postal 
Rates, with parc el post 
map and zone finder. v 


aneiegens e e 4 
Mailing Scaies 
=" PITNEY-BowEs, INc., 3493 Walnut St., Stamford, Conn. 


Made by the originator of the postage meter... offices in 


107 cities in U.S. and Canada 
For More Information Circle No. 296 
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cluded in Cesco’s vinyl binder line are | 


clear-view vinyl overlay ring binders with 
100% transparent vinyl covering electron- 
ically sealed over the front cover. A pho- 
tograph or any printed sheet or illustra- 
tion can be permanently sealed under the 
transparent covering. The same _ clear 
sealed covering may also be had over the 
backbone with lettering or _ illustrative 
matter. All Cesco vinyl binders are elec- 
tronically welded without glue or stitching 
but have decorative simulated stitching 


Wtulli Rik 
G8 R INTI ACCOURTANTS 
PEGBOARD ACCOUN ms ae 


aAnccewes F 


( 
q 
a 
H 
t 
{ 
t 
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along the edges and double scoring at the 
hinge. Three popular size memo books 
with vinyl covers are available in %2” 
capacity and in the same array of colors 
as the other binders. In addition, Cesco’s 
6%" x 334” prong binder price book is 
available with vinyl covers. This book has 
2” capacity with 20% less bulk than reg- 
ular ring books and memo book punching. 
The vinyl binder line supplements the 
present Cesco lines of ring, post, prong 
and transfer binders. The company also 
manufactures visibles record equipment 
and pegboard accounting systems. For 
More Information Circle No. 137. 


TAB CARD X-RAY 
Profexray, Inc., Maywood, Ill., makes 
the Chexray machine which was developed 
for the First National Bank of Chicago 
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Because more key management 
men than ever, 

who buy the office materials 
for their companies, 

know a good thing 


when they read it... 


THE OFFICE exceeded 

its all-time previous 
advertising volume in 
eleven of the twelve 
months of 1957. 

Because readers get more 
out of THE OFFICE, 


so do advertisers! 


Circulation over 48,000. 











ELECTRONIC 
CHECKS ON 
LITHOSTRIP 


(Oteletiiel' ic) © t-m ale) deal - 


up to 90% of sorting costs 
with automatic reconciliation 


s AVES 


NOW! 


PRE-PUNCHED, PRE-NUMBERED TAB CARD 
CHECKS "ride free'’' on CONTINUOUS forms 
: . useful on tabulators, teletypewriters or 
typewriters 

CHECK RECONCILEMENT is obtained at a 
tiny fraction of manual cost by using punched 
card sorter, collator and tabulator. 
ELECTRONIC CHECKS also available on Litho- 
sets . . requires no change in your present 
method of preparing checks. 

We engineer many types of office 
forms. CONSULT US. 


America 


Copnitin 


500 BITTNER ST ST. LOUIS 15 MO 


For More Information Circle No. 304 














HOME STUDY COURSE 
IN PROGRAMMING 
ELECTRONIC COMPUTERS 


“Programming for Business Computers’’ is now 
available to teach inexperiencea people to develop 
and program electronic systems for business prob- 
lems. It is based on a similar course members 
of the firm developed and are teaching at a large 
University. 

Free Brochures describing the Course are available 
upon request from BUSINESS ELECTRONICS 
INC., Computer Department, 420 Market Street, 
San Francisco 11, California. 








For More Information Circle No. 305 
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| which uses it to x-ray returned tabulating 


card checks to locate pins, clips and 
staples which may be in the checks. A 
stack of up to 300 checks are x-rayed at 
One time, and all foreign objects are re- 


moved before the checks are machine 
processed. The Chexray is completely safe 
from radiation hazard because it uses a 
very weak, shielded x-ray tube. For More 
Information Circle No. 166. 


PARTITIONS 
Corry-Jamestown Mfg. Corp., Corry, 
Pa., makes Steel Age Partitions with fiber- 
glass honeycomb panels which reduce the 
weight yet provides a high degree of im- 
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with 
Oxford 
PENDAFLEX 


Hanging 


Folders 


Even your best file clerk can boost her “Efficiency Quotient’’* when 
you replace outmoded horse-and-buggy filing with revolutionary 
PENDAFLEX Hanging Folders. A PENDAFLEX system -tailored to your 
firm’s specific needs and installed in your present file cabinets, can 
double filing speed and pay for itself in giant time and space savings. 
Your local Oxford PENDAFLEX dealer is ready now to make a free 
survey of your present filing set-up and show how this modern idea in 
filing can improve customer service and cut operating costs for you. 


For descriptive folder and name of your nearest 
Oxford PENDAFLEX dealer, mail coupon today. 


OXFORD FILING SUPPLY CO., INC. 
170 Clinton Road, Garden City, N. Y. 


Please send free folder ‘‘How to Use Oxford PENDAFLEX.”’ 


FIRST NAME 
IN FILING 


cw, eee il bret fe ‘oe 


For More Information Circle No. 182 
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‘““Here’s what PS teamwork 


accomplished for us at Carrier Corp.” 


says THOMAS F. LONERGAN, DrrRECTOR, OFFICE METHODS AND PROCEDURES, CARRIER CoRP., SYRACUSE, N Y. 


““TECHNICAL assistance of the high order 
provided by Standard Register has for sev- 
eral years been an important part of our 
success in streamlining business operations 
by simplifying paperwork. Most recently, 
Standard’s representatives helped us ma- 
terialize our ideas in a highly advantageous 
data processing system for service parts or- 
der handling and inventory control. Their 
ready understanding of system problems and 
wide knowledge of the techniques for effi- 
cient record-production earn them a place 
on the ‘PS Team’.”’ 

Do you have a paperwork problem? Skill- 
fully designed forms, applied to appropriate 
machine equipment to speed the processing 
of serviceable records, can be the key factor 
in its practical solution. 


Standard Register 
%) PAPERWORK SIMPLIFICATION 


TUSTIN RO ALIS 


This is Standard Register’s specialty—the 
application of paperwork-simplifying forms 
and mechanisms to dovetail with customers’ 
objectives. It involves close Teamwork. The 
tested ideas and technical know-how accu- 
mulated from broad experience serving 
America’s businesses are available on your 
Team when the Standard Representative is 
a member. 


VALUABLE DATA FREE 


Read the complete details of the newest and 
most interesting paperwork systems cur- 
rently being installed by United States busi- 
ness. Ask to receive your own copies of 
Standard’s authoritative publications on 
Paperwork Simplification science. Write 
today. 


rHE STANDARD REGISTER CO., DAYTON 1, OHIO 
PACIFIC DIVISION, OAKLAND 6, CALIF 
‘ Ne ef / Cit 


Oaklar nd ( le, ( York. P 
Faye e,A 


H 


For More Information Circle No. 183 


THe Orrice—December, 1957 





pact resistance and strength. One universal 
post fits all installation requirements. Posts 
are self-leveling for installation on uneven 
floors. Partitions are free-standing and 
upper panels may be of glass, cork-board, 
chalkboard, acoustical paneling, etc. Par- 
titions come in a number of heights and 
widths; are easy to install or move as re- 
quired. The fiberglass panels will not rust 
or corrode. For More Information Circle 
No. 173. 


MICROFILM CAMERA 


Diebold, Inc., Flofilm Div., Dept. 76, 
Norwalk, Conn., announces a low-priced 
motorized flow microfilm camera which 
incorporates all the features of the Die- 
bold Flofilm 9600 in addition to having 
an independent motorized conveyor sys- 
tem that returns the microfilm copy to the 
operator in its original sequence. The 
camera operates electrically throughout, is 
of simple and efficient design and its film 
magazine eliminates any handling, thread- 
ing and loading of film by the operator. 
The camera is integrated into a table that 


convenient 


modern 


provides sufficient working space for the 
operator and the copy to be microfilmed. 
It is priced at $925 making it available to 
all industry, large and small. For More 
Information Circle No. 110. 


@ Solid working area in choice of stainless steel or plastic 


@ Swing-up shelf gives added space 


@ Sturdy legs of modern design with enclosed back and casters on one side 
@ For typewriters, adding machines, calculators, comptometers 


or can be used as a control desk 
Send for free literature today. 


THE WRIGHT LINE, Inc., 160 Gold Star Boulevard, Worcester 6, Massachusetts 


For More Information Circle No. 295 
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ADDING 
TOTALIA £2 

MACHINE 
Capacities up to 12 listing - 13 totaling 


A.A. A. Adding Machine Company, Inc 
26-09 Jackson Avenue - Long Island City, N.Y 


GROBARK & Company 
159 N. Dearborn Street - Chicago |, til 


FULL 
KEYBOARD 
CALCULATOR 


vey 
NUMERIA 


A.A. A. Adding Machine Company, lnc 
26-09 Jackson Avenue - Long Island City, N.Y 


capacities 
up to 10x11x21 


HAND MODELS 
ALSO AVAILABLE 


LAGOMARSINO- FAI 


Viale Umbria 36 - Milano (Italy) 


For More Information Circle No. 323 
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DRAIN PIPE CLEANER 


Miller Sewer Rod Co., Office Dept., 
| 4640 N. Central Ave., Chicago 30, IIL., 
| makes a Sewer Rod machine which can 
save costly expense in office buildings by 
cleaning stubborn stoppages. When the 
units Speed Handle is turned forward, 
the music wire rod feeds down the drain 
pipe’s T-fitting. When handle is reversed, 
wire comes up. The patented end will 
clear rags, sand, grease, soap and metal 
chips from clogged toilets, sinks, urinals, 
septic lines and floor drains with pipes 


- ed 





from 1%” to 6” in diameter. An attach- 
ment with cutting blades can be added to 
remove roots. A few uses often pay for the 
unit by eliminating plumbing bills. Avail- 
able in hand and electric models for clean- 
ing pipes up to 500 ft. For booklet, “How 
to Rod-It-Yourself” containing diagram of 
building plumbing systems,Circle No. 170. 
BOOKCASES 

Nucraft Furniture Co., 1615 Eastern 
Ave., Grand Rapids, Mich., offers pastel 
colored interiors in Nucraft solid walnut 
sectional interiors are 
finished in a choice of flame red, citron 


bookcases. The 
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MBEE solves all your 


office folding problems 
...for pennies a day ! 


WY 


MODEL 230 


folds sheets up 
to 9%” x 18” 


MODEL 360 


folds sheets up 
to 1334” x 27” 


2 


@ DAVIDSON EMBEE — the only complete office 
folding machine—ends the chaos and high costs of hand folding in every 
office, small and large. For only pennies a day, you can fold letters, 
invoices, catalog sheets, etc....and get them in the mail on time 
every day! No other small folding machine can match EMBEE’s versa- 
tility. It produces one or two parallel folds at speeds up to 12,000 
82’’x11” sheets per hour. Embee is the only office folding machine that 
scores, slits or perforates separately or in conjunction with folding. You 
can run any stock from the thinnest onion skin to 100-lb. index. And 
what a comfort to have Embee’s self-adjusting folding rolls! EMBEE is 
equipped with automatic feed, and you also get a hand feed board 
for folding where special handling 
is required. Brochure describes 
many other money-saving features 
—mail coupon for your copy. 


MODEL 230 





DAVIDSON CORPORATION O-!2-7 
29 Ryerson Street, Brooklyn 5, N. Y. 


C] Send literature on EMBEE 
() Arrange EMBEE Demonstration 


@ Name___ 
DAVIDSON CORPORATION Firm 


A Subsidiary of Mergenthaler Linotype Company 5 
29 RYERSON STREET, BROOKLYN 5, NEW YORK treet 
Distributors in oll principal cities ond Conoda 














Headings in Protype ¢ Text in Linotype 
For More Information Circle No. 224 
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THIS 
HUNGRY 
MACHINE op 
EATS 
SECRETS. 


\ 


+A 
vf R 


yor be 


Shredmaster Bantam- 10 Soumure Confidential Papers 
And Obsolete Records sin In p Your Own Office 


Are your confidential papers exposed 
to prying eyes? You, too, can have 
SHREDMASTER protection when 
disposing of confidential papers and 
obsolete records. The Bantam-10 
SHREDMASTER assures security 
for your company by turning obsolete 
records into unreadable shreds in a 
matter of seconds. Makes destruction 
of records a simple routine. Learn 
how security-minded companies, 
banks and government agencies safe- 
guard their confidential papers and 
— records with SHREDMAS- 
ER. 


FREE 10-DAY TRIAL. New illustrated 


folder describes unique Bantam-10, 


Portable, quiet, 
clean, the 
Bantam-10 is 
~~ the only paper 
~_ shredding machine 

‘ designed 

for.office use. 
s 


gives full details about Free 10-day 
Trial. Write today for: 

Circular 39, Room 1114 
9 East 40th Street, New York 16,N.Y. 
THE SHREDMASTER CORP. 
A DIVISION OF SELF WINDING CLOCK CO., INC. 


Manufacturers also of the Clipper-14, only heavier 
duty shredding machine suitable for office use. 


Sales and Service in all principal cities in U. $. and Canada 


For More Information Circle No. 240 
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yellow, sky blue or carnation pink shades 
of balanced colors to permit mixing or 
matching separate sections. For More 
Information Circle No. 112. 


STAMP PAD SET 

Fred Baumgarten, 1000 Virginia Ave., 
Atlanta 6, Ga., offers the Tayon rubber 
stamp sets. Each unit comprises a rubber 
stamp with its individual ink pad and indi- 
cating impression of the stamp. Up to 
ten units fit together into a compact set 
which keeps stamps and ink pads clean 


and free from dust, saves space and the 
time required to find a particular rubber 
stamp or ink pad. The rubber stamps can- 
not soil papers on the desk when housed 
in this manner. Each Tayon rubber stamp 


gives a clear, legible impression, in one or | 
more colors, right-side up and in the de- | 
sired position. The top stamp of the set | 
can be a dating or other type of band | 
stamp. For More Information Circle No. | 


127. 
TIME CALCULATOR 


Silver Bells Ltd., 1637 Del Monte Blvd., | 
Thales | 


Seaside, Calif., announces the 
Time-Exa Calculator which adds, sub- 
tracts and multiplies seconds, minutes and 
hours. It costs only $89.50 plus $8.95 


excise tax. It also can be used to figure | 


angles in 60° units. Designed for use in 
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‘It's CLEAN, QUICK 
and EASY with 


Duplisette ‘ef 


(CARBON cor 


READY-MADE 


SECOND-SHEET 


and 


CARBON SETS 


FOR ALL TYPEWRITTEN 
CARBON COPIES 


Prove it to yourself with this free offer:— 
Duplisettes give you fast, clean carbon copies 
—NO more smudged fingers, NO more dirty 
letters, NO more collating, NO more fussing 
with loose carbons! Size 8% x 11 in white, 
canary, pink, blue, green and goldenred. 


Send for FREE SAMPLES—today! 
DISTRIBUTORSHIPS AVAILABLE 








CARTERET PRINTING COMPANY 


480 CANAL ST., NEW YORK 13, N. Y. - WOrth 6-1454 


For More Information Circle No. 306 








SYSTEMS, PROCEDURES 
& OFFICE REPRODUCTION 
CONSULTING SERVICE BY MAIL 


We can help you reduce your operating costs 
and improve efficiency by modernizing your 
present methods, systems and procedures. 


SEND US YOUR PROBLEMS ON 


Filing-Indexing Inventory Control 
Order-invoice Production Order 
Sales Record Forms Control 
Ledgers Form Design 
Purchase Order Office Reproduction 
Receiving Report Systems Duplicating 
WRITE FOR OUR OPERATING PLAN 
STATING YOUR PROBLEMS 


IRVIN A. HERRMANN 
752 S. HOOSIER AVE. 
EVANSVILLE 15, INDIANA 
Author of MANUAL OF OFFICE REPRODUC- 


TION (The Office) and OFFICE METHODS, 
SYSTEMS AND PROCEDURES (Ronald Press) 








For More Information Circle No. 307 
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time keeping and payroll work, time stud- OFrSET PAPER 
les, machine maintenance, navigation and Eastern Corp., Bangor, Me., offers 
meteorological computing. Machine re-  pey sample book in their Clipper Ship 


a 


Riek gp, 
WERE, 


Li 


* 


Fancy Finishes 
ATLANTIC 
OPAQUE and OFFSET 


quires no regular servicing, measures 7” series. This attractive book features ten 


x 7%" x 3%", weighs 6 lbs. For More specially selected fancy finishes in At- 
Information Circle No. 146. lantic Opaque and Atlantic Offset, two 


SPIRAL-PAPER WRAPPED 


ATG Ao 
CONVENIENCE Phu... FOR QUICK, EASY 


with these top-quality PULL-STRING" POINTING 
Convenient pencil length and balance. 


\ Waldon Roberts Enonanr Rubber stays fresh, protected by its paper 
Ne wrapping. Save your office workers’ time 
FOR ERASING BALL POINT by providing your organization with these versatile, 
INK & LEAD all-quality Weldon Roberts Erasers. 
NO. 138 BALL POINT. ORDER TODAY FROM YOUR STATIONER! 
New formula 
GREEN ptr ae 
particularly developed ed ih PSI TST STS 
FOR PENCIL ERASING —_ 
& CLEANING 
NO. 448 GREEN GLOW. 


Fine SOFT GREEN RUBBER. 
Also ideal for art and 
drafting use. 


FOR ERASING INK, 
TYPING, BUSINESS 
MACHINE WRITING 


NO, 378 GRAYPOINT. 
Business-like GRAY RUBBER 





| dozen erasers to the box. 6 boxes per '/2 gross carton. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave. Newark 7, N. J. 


World's Foremost Eraser Specialists 
For More Information Circle No. 308 
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and. economy of shelf filing in a complete, enclosed unit with 








- FAST FILING PLUS PROTECTION i 


ONLY SPACEFINDERS give you the speed, convenience, 


the dust, dirt and fire protection of drawer files. 


See how girl cah instantly read thou- 
sands of side tabs—clearly visible, 
readily accessible. At left, note hand- 
some modern design, neatappearance + 
with doors closed. 











Find out how Spacefinders pay for 
themselves once a year—by saving 
you time, space and money every day! 


yi. Be — 


ee ee oe ee 





co. 


FIZ 


TAB PRODUCTS CO. 
995 Market Street, San Francisco 3 


At no obligation, send 24 pp. Spacefinder brochure 
NAME 

POSITION 

COMPANY 

ADDRESS 


CITY ONE STATE 


ARRAN AAA 











BEVCO Coat and Hat Racks 


store more garments in less space 
Mirror-like chrome 
1” tubular steel 


Immediate 
Delivery 


36” Single shelf $ 9.95 

Sy 36” Double shelf $14.95 

@ Attach on 
centers. 
Greater strength full 1” tubing. 
Round tubing collects less dust. 
“LU” sections brazed to wall plate. 
Plastic end caps—never loosen. 
Countersunk oval head 


standard 16 stud 


screws— 


flush with tubing—not projecting. 


Available in single, double or triple 
shelves—2' - 3'- 4'-5' and 6° lengths. 


36” Double shelf $39.95 36” Island $59.90 


Floor stands with 142” square posts. 
Shipped KD easy to assemble. 

Accessories available. Ball-bearing 
casters — umbrella racks. Sturdi 
Hangers — open & closed hooks. 


In New York: Charles J. Lane Corp., 
105 Chambers Street 


Ask your dealer or write tor catalog 


BEVGO0® Precision Mfc. Co. 
831 Chicago Ave., Evanston, Ill. 











For More Information Circle No. 317 
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| top-quality grades in Eastern’s line of fine 


business papers. The beautiful patterns 
displayed in this new sample book are 
indicative of the quality, taste and mood 
desired by the fast-growing and potential 
market. With the introduction of these 
fancy finishes they offer a wide choice of 
the most attractive patterns that will stim- 
ulate design appearance and improve the 
printed piece. For this sample book, 
Circle No. 151. 


PORTABLE DICTATING MACHINE 


SoundScriber Corp., 6 Middletown 
Ave., North Haven, Conn., makes the 
200-B SoundScriber portable dictating ma- 
chine which utilizes transistors,.a printed 
circuit and four flashlight batteries. The 
mailable plastic recording disc can also be 


played at 33 1/3 rpm on a phonograph. 
The 200B weighs 6l]bs. and will fit into 
any brief case. Operating cost is 5c per hour. 
To prove the universality of the 200 B, 
SoundScriber tested it in all types of trans- 
portation and under all climatic condi- 
tions. For More Information Circle No. 
131. 


READERS ORDERING A 
CHANGE OF ADDRESS should 


| provide both their old and their new 
| address, and give one month’s notice. 
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Think all 10-key 
Adding Machines are qhelden Create’ 
pretty much alike ot New Worle 


For Busi 


Not this 10-key Natural Way 
Friden Model ABY- it 


| 


6 6 


Plainly labeled control 

keys give direct “live” 

response ¢ Totals and 

sub-totals obtained instantly 

with no extra strokes ¢ Direct 
credit balance or minus total 

e Clear signal prints automatically 
e All negative amounts printed 

in red ¢ Simplified ribbon 


e and paper change. 
This new Friden ABY adds a new 

capability — multiplying —to standard ° 

adding machine performance. And it has 

many “Natural Way” features invented f 

by Friden to speed output, increase con- ° by 
venience in use. Actually, there is no Ou automatu, ALL, 
other 10-key adding machine at or near ) 
its price with which the Friden ABY can 

be compared. Ask a Friden Man to bring Friden Calculating Machine Co., Inc., San Leandro, California 


one to your office. Touch it and you'll —sales, instruction, service throughout U.S. and world. 
know —this is the one! Commercial Controls Corporation, Rochester, N. Y., Subsidiary 





For More Information Circle No. 184 
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Office Accessories 

Stempel Mfg. Co., Roberta St., 
Dallas 3, Texas, offers their 24- 
page Office Accessories Catalog 57 with a 
separate price list. This catalog describes, 
illustrates and complete  specifica- 
tions for the entire line of Stempco prod 
ucts including crystal-clear Stemp-O-Glas 
plastic chair mats, Stempco clipboards, 
arch typewriter tables, book and 
catalog stands, telephone tables, costum- 
ers, bulletin boards, chalkboards, easels, 
chair mats, desk trays, desk book racks 
and other items. The price list is keyed by 
page and stock numbers to the catalog and 
includes confidential discount 
schedule for authorized For a 
copy, Circle No. 155. 


2830 


dealers 


gives 


files, 


also a 


dealers. 


Open Shelf Filing 

Deluxe Metal Furniture Co., Warren, 
Pa., announced availability of a brochure 
which outlines how Verti-File open shelf 
files almost 60% in floorspace at 
one-third the equipment cost in large and 
small offices. Because the cabinet unit is 
available with several variations, it can be 
adapted to meet particular needs with 
from one to seven doors per section, with 
or without locks. Doors may be added to 
existing sections. An example of Verti- 
File’s saving is suown in a case where 282 
four-drawer standard files cost approxi- 
mately $25,400 as compared to $7,500 
for 104 Verti-Files. Both hold the same 
amount but the Verti-Files take up only 
754 sq. ft. of floorspace compared to 1700 


Save 





1 pound 


4 ounces 


HIGHEST QUALITY PURE 
RUBBER BANDS—CONFORM 
TO FEDERAL SPECIFICA- 
TIONS. In 1-02., % tb. and 
1 th. boxes and bulk. % Ib. 
box has handy dispenser flap. 


PLYMOUTH RUBBER COMPANY, INC. 


since 1896 


CANTON, MASSACHUSETTS 


For More Information Circle No. 283 
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SIMPLIFY YOUR SHIPPING 


PAPERWORK. = ws Time and labor can be saved by 


tying in two necessary jobs—shipment addressing and preparation of ship- 
ping paperwork. A small, inexpensive paper stencil, called the’ Weber 
Tab-On Stencil, is tabbed over the ship-to or address area of your bill-of- 
lading form or other paperwork. In one typing, the forms and stencil are 
prepared with the customer’s address. This same stencil is then attached 
to a Weber handprinter and used to imprint the address directly on con- 
tainers, lal Is or tags. Repetitive typing eliminated. Address always cor- 
responds with paperwork. No expensive equipment. Clip the coupon for 
full details. 


MAIL FOR FULL DETAILS ON THE WEBER TAB-ON SYSTEM 
COMPANY______ 


INDIVIDUAL___ 
Weber Marking Systems 
Dept. &L ADDRESS_ 
Division of 
Weber Addressing Machine Co. _—_ ZONE STATE_ 


Mount Prospect, Illinois 
For More Information Circle No. 
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NEW! DISCOVERY! 


SAVES PLUMBING BIILS = °'NSpANTRY 

Miller Sewer Rod Co., Office Dept., 
4640 N. Central Ave., Chicago 30, IIL, 
makes the Plumber’s All Purpose Flush- 
ing Gun for cleaning obstructions in of- 
fice toilets, urinals and sinks. Anyone 
can operate its easy trigger and it is said 
to clean all pipes up to 500 ft., no matter 


bends there are. Can be used 
pipe from %” to 6” to 
paper, rags, grease, sand and other 
debris. Obstructions float away when 
struck by the gun’s hammer blow. Of- 
fered on a 30-day free trial to prove its 
value. Free Booklet (ADV.) 
For More Information Circle No. 329 


START (958 RIGHT 
with 
NEW MODERN 
WHIRL-BOARD File 


Snappy, snag and tear 
free. Rings move with 
papers. Three sizes—note, 
letter & legal. 


how many 
on any waste 


clear 





LANSDALE 
<1 20) 0) 01 on &-0l O10) =] -10) -7. 8 O10) | 
BOX 568 LANSDALE, PA, 





For More Information Circle No. 330 
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sq. ft. for drawer files. Verti-File sections, 
either single-faced or double-faced, have 
adjustable shelves on 1” vertical centers; 
bottom shelves elevated from the floor to 
protect folders from damage during wet- 
mopping or sweeping, and adjustable 
dividers with each shelf for neat filing. 
For brochure, Circle No. 169. 


Digital Recording 


Clary Corp., 408 Junipero St., San Gab- 
riel, Calif., offers literature describing the 
complete line of Clary digital recording 
equipment. It describes Clary’s tape punch, 
print-punch, scanning printer, printer-per- 
forator combinations, time data printer, 
printing timer, printing input keyboard 
and standard data printer machines. For 
the literature, Circle No. 165. 


Machine Stands 


Badger, Inc., King at Front St., La 
Crosse, Wis., offers their No. 1512 Cata- 
log of the complete line of Luxco Stands 
for typewriters and other machines. Stands 
are made of Silent Steel for quiet while 


CATAL Se HE 


LUXCO stanos 


by BADGER, re. 


being moved or used. The steel top is 
undercoated and fully insulated from the 
frame by a layer of sound absorbing and 
cushioning compound to give superior 
noise reduction properties. Luxco Stands 
feature maximum strength, guide 
and retainers, deluxe elevating de- 
easy assembly, spring-loaded leaf 


also 
bars 


vice, 
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\ew THOMAS Cost Calculator takes 


the guess work oul of any collating job! 


Now. tor the first time, you can 
tell in a jiffy just how long it will 
take, how much it will cost, and 
what is the fastest and least expen- 
sive way to do the job. 

Whether you collate a lot or just a 
little . . . whether it’s by hand or 
with a Thomas Collator, this new 
cost calculator is sure to be a real 
help. Send for your free calculator 
today. No obligation, of course! 


i 


é 


aio 


T Dates 
(diate Tove: 


More in use than all 
other makes combined 


Thomas Collators Inc., Dept. B 
50 Church St., New York 7, N. Y. 


Please rush me: 
_} FREE Thomas Collating Cost Calculator 


[] FREE Brochure on New Thomas Collators 


ee 
(Please Print) 


ee ee ee es 

i cccsicagatcli ices panitaiadontb emitted 

Copyright 1957, Thomas Collators Inc. CITY — . . 
For More Information Circle No. 247 


| 
| 
| 
| 
| 
| [) Demonstration at my Convenience 
| 
| 
| 
| 
| 
' 
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The AMERICAN 
PORTABLE 


Best of All 


Complete Line 
of Standard Forms 


24 HOUR 
SHIPMENTS 


AMERICAN REGISTER CO. 


Dept. O12, K at E. First Sts., Boston 27, Mass. 








For More Information Circle No. 286 


Build good will for your Company 
Magazine with cartoons by America’s 
favorite artists. For samples -prices 
send publication name and circulation. 


CARTOONS-OF-THE-MONTH, ROSLYN 3, N.Y. 


For More Information Circle No. 287 


BOTTOM LINE 


CARD HOLDER 


Contrelied Front 
Feed Stop Gives 
Precision 
Allgnment 


For fast, 
typing of 
line 


accurate 
bottom 
index on all 

visible cards 

10 Card Sizes — $2.00 to $2.45 


PALSON MFG. CO. 
280 Main St., Worcester 8, Mass. 
For More Information Circle No. 288 





NO MORE MESSY BLACK INK! 


INKLESS 
MIMEOGRAPHING 


coming your way soon with 


DIAGRAPHY © 


STENCIL DUPLICATING 
COMPOUND 


nding P 1 of 


THE PRINT-O-MATIC CoO., INC. 


support arm, smooth rounded edges and 
lustrous enamel finish. For the catalog, 
Circle No. 156. 


Files 
Peerless Steel Equipment Co., 6600 
Hasbrook Ave., Philadelphia 11, Pa., 
offers literature that visually demonstrates 
how Peerless 5-Drawer Space-Saving Files 


give 25% more filing capacity without 
increasing present file room square foot 
area. An acetate pull-out feature proves 
you can get more filing capacity with no 
change in standard cabinet outside dimen- 
sions. For the brochure, Circle No. 172. 


Stock Forms 


Newport Business Forms Co., Box 976, 
Newport News, Va., offers their 32-page 
Stock Business Forms Catalog to the sta- 
tionery and printing trade. The catalog 
covers 45 different sizes and style forms. 
Each form is illustrated and described 
with suggested selling prices. Products 
covered include one-time carbon 
manifold books and voucher books. 
this catalog, Circle No. 154. 


sets, 
For 


Coin Handling 


Abbott Coin Counter Co., 144th St. & 
Wales Ave., New York 54, N. Y., have 
published an attractive 40-page illustrated 
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Tue 


more speed! 


more ease! 


eee 


more value! 


WITH THE NEW MULTIPLYING 


oOmptometer 


COMPTOGRAPH °220 M’ 


the wonderf 


vy features t nake figur 


NEW Multiplication Key — ele 
wo easy-to-read @ mn nnn nnn nn 
NEW Dua 


1-Purpose Lever 
ll-d t stin 


iding 13 tota 
NEW Color 
NEW Variable Space Control—ad 
NEW High Speed — super fast 


ke addir nact 


NEW More Flexible Keyboard 


Exclusive Automatic Visi-Balance Window 
interlocking Keyboard ‘ 
Adjustable Keyboard Angie 


COMPTOGRAPH 


omptometer orporation 


& 
NEW Customatic COMPTOMETER Comptometer COMMANDER 


We fastest way to figure Ww uracy tatior fe 

faster than ever. Try it FREE on your own belt t 

work. Mail coupon See for yourself. Mail coupon 
asituiensaeiaciaal BS etey oroe ek een 


saves far more than 








For More Information Circle No. 
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BETTER PROOVUCTS 
nae — 1 ee 2 oe — 1h —2 


Comptometer Corporation 
1724 No. Paulina St., Chicago 22, III. 


ffice trial ¢ 





LUXCO nest 


years ahead we desir 


There is a LUXCO Stand 
for every machine... True 
heauty with functional per- 
fection, styled to match 


Ey xs 
/ the new modern ma 
chines, LUXCO serves 
every requirement of tc- 
\\ day's mechanized office 
} 
S 


Model 8200 =} 


* Model BGO 


Model B500 


vse LUXCO stands for safe 
* solid « silent operation 


big ee fea patures ...make the LUXCO 


the sensational valve in stands 


ClLcwT erer: 

1 SILENT STEEL Exclusive with LUXCO 
all steel parts are insulated to give noise reduction proper- 
ties superior to any other construction 

2 CUSHIONED GUIDE BARS AND RETAINERS solid, silent 
footing for the machine. Cushioned top gnd bottom to 
absorb machine noise and vibration 

3 ADHESIVE RETAINERS — CUSHIONED AND PLAIN 


quick positive positioning on any stand or any flat surface 
Stands, Steel 


to mr § 
™ : A ~ 

i Chairs and 

Stools and a Deluxe 


q BADGER 00°" 


A Complete 
Line of 


KING AT FRONT ST. LA CROSSE, WIS. 


Export Department, 25 Beaver St. New York 4, N.Y 


For More Information Circle No. 290 
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complete line of coin 
handling machines, equipment and sup- 
plies. For nearly a half-century, Abbott 
has specialized in quality coin machines 
which are known for their accurate, 
trouble-free performance. The catalog in- 


catalog of their 


COIN-AN® CURRENCY HANDLING 
EQUIPMENT 


| cludes coin and currency trays, vault units, 


trucks and buses, coin 
payers, coin wrappers and bill straps. This 
booklet is of reference value to large 
volume handlers of money. For a copy, 
Circle No. 168. 


money bags, tellers’ 


Two-Sided Offset 
29 Ryerson St., Brook- 
four-page bro- 


Davidson Corp., 
lyn 5, N. Y., offers a 
chure on the Davidson Dual-Lith, Per- 
fecting Model 255, for printing both 
sides of a sheet and imprinting simultane- 
ously. It prints both sides of the sheet by 





Cromwe.t Printery, Inc. 
ROTARY DEPT 
ALBANY ||N Y 





For More Information Circle No. 291 


THe Orrice—December, 1957 





either conventional wet offset or dry off- 
Ihe Perfecting Dual-Lith can 
print by letterpress. Users can change 
from offset to letterpress reproduction, or 
from one to two-sided printing, in a mat- 
ter of minutes with interchangeable seg- 
ments. A few applications for work on the 
Davidson Dual-Lith include printing prod- 
uct labels, clothing tags, pre-addressed in- 
voices, renewal notices, turnpike toll tic- 
kets, restaurant checks, bills of lading, 


set. also 


waiting! 


= PITNEY-BOWES 
MAILOPENER 


— rT ro 
== =Pirney-Bowes, INC. 


3467 Walnut Street, Stamford, Conn. 


... originator of the postage meter... 
offices in 107 citres in U.S. and Canada 


For More Informa: 
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on Circle 


catalogs, parts books, specification sheets 
and disks. The machine prints 
both sheet and imprints at 
speeds up to 18,000 impressions per hour. 
For perfecting work, it takes sheets from 
to 844” x 11”, with a maximum 
image area of 7” x 934”. For standard 
work, it takes sheets from 3” x 5”. to 
10” x 14” with a maximum image area of 

For the brochure, Circle No. 


recording 


sides of a 


> 


934" x 13". 
152. 


e Incoming mail gets opened and 
distributed sooner if a PB MailOpener 
does the job. It’s fast. safe 
any finger-tearing or dagger-slitting... 


... beats 


saves precious minutes each day for 
everyone in the office! 


@ A MailOpener easily trims a hair- 
line edge off any kind of envelope... 
any size, thickness or stock... opens 
a whole morning’s mail in a jiffy. 

e Free Trial: Ask 
Pitney-Bowes office to demonstrate 
any of the three MailOpeners, hand 


or electric in your own ofhice on your 


vour nearest 


own incoming mail. No obligation. 
Phone today, or write for our free 
illustrated booklet. 

FREE: Send for handy desk or wall chart of latest 


*ostal Rates, with parcel post map and zone 


finder 
No. 297 
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ATLAS 


VERTICAL FILING 


SYSTENS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


NEGATIVES + OFFSET PLATES 
STENCILS * SKETCHES 
ARTWORK + MASTERS 

X-RAYS 


ATLAS CABINETS 
Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 
pieces. Wide range of sizes up to 
26” wide, 52” high, 28” deep. 


ATLAS HANGERS 
Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope’ types to fit 
every need. 


At Quality Equipment Dealers Everywhere—Special- 
ized Model at Addressograph-Multigraph Agencies 


Write for Complete Catalog 


ATLAS 


STENCIL FILES CORP. 
16716 Westfield Ave., Cleveland 10, Ohio 











For More Information Circle Nc. 294 
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Visual Communication 


Technifax Corp., 195 Appleton St 
Holyoke, Mass., has published two book 
lets from talks at the I1ith Tecnifax 
Seminar-Workshop in Visual Communica- 
tion. The Option is Ours (six pages) points 
out that communicators currently have a 
choice between traditional verbal com- 
munication and visual techniques. It ana- 
lyzes the weaknesses of words and _ pre- 
sents a strong argument for increased use 
of visuals. Technical Presentations (14 
pages) is a scholarly, well-documented out- 
line of theories and techniques for pre- 
sentation of technical material. It is in- 
tended to assist scientists, engineers and 
other technical people who normally re- 
ceive little training in the art of exposi- 
tional presentation. For the booklets, 
Circle No. 161. 


Desks 
Steelcase, Inc., 1491 Division St., Grand 
Rapids, Mich., offers their 44-page Steel- 
case Desks catalog, profusely illustrated 
with full-color and black-and-white photos 
of equipment in office settings, and close- 


STEELCASE 
elesks 


up sketches of the practical features of 
each model. Included are the Flight Line 
models for executive offices, the Custom 
Line intended to serve between top execu- 
tive and general office levels, general office 
desks, typewriter desks and special purpose 
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desks for almost any office use. Also illus- 
trated is the wide line of Convertibles, con- 
sisting of desk height files and storage 
units with a series of tops in multiple 
lengths. These can be arranged to form 
complete, space-saving work stations tail- 
ored to specific area requirements and 
work needs. For this catalog, Circle No. 
164. 





CALCULATING MACHINES | 


Photographic Supplies 


Haloid Co., Department 57-102X, Roch- 
ester 3, N. Y., offers a 12-page booklet 
describing NHaloid photographic papers 
and chemicals. It explains the benefits to 
be expected from the use of various types 
of papers and processing combinations. 
For the booklet, Circle No. 157. 


























DIEHL GMBH. RECHENMASCHINENFABRIK NURNBERG STEPHANSTRASSE 49 RUF: 49919 


For More Information Circle No. 292 


DEALERS: Liberal Discounts — Delivery you can depend 
on All forms carry YOUR imprint. No inventory, equipment, 
shipping or warehouse costs. Write TODAY to New 
Dealer, Depi. 1, 1600 E. 26th St., Little Rock, Arkansas 


=ONE-TIME Carbon Forms 


Increase Efficiency, Reduce Costs 
Sold through our Dealers only... 





1600 € 
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Eastern Computer Conference 

The 7th Annual Eastern Joint Computer 
Conference will comprise nine sessions 
and 50 presentations at the Sheraton-Park 
Hotel, Washington, D.C., Dec. 9-13. A 
copy of the complete program can be had 
from Richard T. Burroughs, I.B.M. Corp., 
1220 19th St., N.W., Washington. The 
conference and exhibit is sponsored by the 
Institute of Radio Engineers, Assn. for 
Computing Machinery and American In- 
stitute of Electrical Engineers. 


Clerical Work Increasing 

Automation is changing the structure of 
the American labor force, the National 
Industrial Conference Board reported 
after a survey of 130 companies. The study 
found that the relative proportion of fac- 
tory workers has declined during the past 
three years, while there have been pro- 
portionate increases in non-factory em- 
ployment such as head office, clerical and 
sales personnel. 


ARMA Elects Officers 


American Records Management Assn. 
elected the following officers at its annual 
meeting: Beatrice Roach, Equitable Life 
Assurance Society of U.S., president; H. 
W. Shaw, Kaiser Co., Ist vice president; 
Marion E. Spartz, International Paper Co., 
2nd vice president; Ida Welch, Miller 
Brewing Co., secretary. 


Record Crowd See Show 


A_ record-breaking 


crowd of 155,191 
visited the 1957 National Business Show 
in New York. Next year’s show will be 
held in the Coliseum Oct. 20-24. 
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NMAA Annual Conference 

The 7th Annual Conference and Busi- 
ness Machine Show of the National Ma- 
chine Accountants Assn. will be held at 
the Chalfonte-Haddon Hall, Atlantic City, 
June 18-20, 1958. The conference is of 
particular interest to all who supervise o1 
direct tabulating and data processing. De- 
tails from Frederick C. Allgeier, NMAA 
Garden State Chapter, 259 Clifton Ave., 
Newark, N. J. 


When Can You Use EDP? 

A firm must have over 100 clerical 
people, involved with such things as pre- 
paring reports and keeping records up to 
date, to justify its own electronic data 
processing system, according to Roger L. 
Sisson, partner of Canning, Sisson & As- 
sociates, Los Angeles. “This figure is based 
on the common policy that the system 
must pay for itself from clerical savings, 
or the displacement of punched card 
equipment, and is not paid for by im- 
proved management controls,” Mr. Sisson 
added. His firm developed the figures in 
preparation for a course they will present 
at the Sheraton Blackstone Hotel, Chi- 
cago, the week of Dec. 2. “Of course, in 
a field as complex as electronic data proc- 
essing, it is dangerous to give firm rules. 
One system now on the market shows 
promise of cutting this figure to 30 clerks, 
but it is too early to say for sure. Another 
new system may cut the figure down to 
10 or 20 clerks. I am talking about true 
electronic data processing here, where the 
records are stored on some form of mag- 
netic material— not using an electronic 
machine as part of a punched card in- 
stallation.” Mr. Sisson went on to explain 
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JOHN CAMERON SWAYZE . . . ‘My Cole Portable 


has travelled around the world with me. 


language, Cole’s the best.” 


Read what 
these 
top-flight 


reporters 


In any 


KENNETH BANGHART .. . “Split seconds are im- 
portant. For speed and accuracy | depend on my 
Cole Portable.” 


QUENTIN REYNOLDS ... ‘I've tried them ali, 
American and foreign. it's a Cole Portable for me 
— it’s lighter, faster, cleaner."’ 


Choose the COLE PORTABLE as these experts have. . 
on a train, on a plane or in your home the Cole is truly 
portable . rugged too! It’s lightweight, streamlined, 
the only portable in the world with the “whisper-touch”! 
Makes typing as easy as talking. No wonder everybody 
from Alaska to Zanzibar is raving about the 1958 Cole 
portable. Take it anywhere and get accurate office ~ 
formance. Dollar for dollar, the 9450 
greatest value in typewriter history ash 


with matching carrying case 


COLE 


PORTABLE 


OLE STEEL OFFICE MACHINES, INC. « Affiliate of Cole Stee! Equipment Co., In 
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PROTECT Your 


Business Machine Records 






ACCOPRESS PIN PRONG BINDERS 


If your business machines use marginal pre-punched sheets, 






the Accopress Pin Prong Binder is made especially for them. 






As an indispensable aid to orderly, safe filing—temporary or 





permanent—Accopress Pin Prong Binders give you the added # 





. features of loose leaf convenience with economy. 





Like all Accopress Binders the “9000” Pin Prong line stacks flat, comes 
in a wide variety of sizes and with fasteners for either 6” or 814” centers. 
Made of heavy long lasting pressboard or heavy binder board covered 
with canvas or black pebble grain cloth. 


Dress up your files, protect your records. Ask your stationer to 
show you Accopress Pin Prong Binders—and the whole Acco line 


for greater filing efficiency. 


ACCO PRODUCTS 
A Division of NATSER Corporation 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 
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that some pioneering work is being done 
in using service bureaus to provide elec- 
tronic data processing services for the 
small business. He also mentioned the 
case of four competing Connecticut in- 
surance companies, who have ordered one 
system to be shared between them _ be- 
cause each is too small to afford its own. 


Advises P.O. to Go Modern 
Edmund Cyrol, Chicago 
consultant, said that the U.S. Post Office 
could reduce its deficit $600 million a 
year through improved methods, such as 
the elimination of excessive hand sorting 
of first class mail. He recommends man- 
datory use of four envelopes: Nos. 6%4, 
10, 12 and 90 which could be manually 
sorted in one operation (instead of the six 
or seven now necessary). Envelopes also 
could be designed for machine sorting. 


management 


Managerial Performance 

Improving Managerial Performance in 
the Office is the subject of an orientation 
seminar which American Management 
Assn. will conduct in New York, Jan. 
20-24. Limited to office executives to 
whom supervisory personnel report. De- 
tails from AMA at 1515 Broadway, New 
York 36. 


Mary Chadwick Joins Oxford 

Oxford Filing Supply Co. has appointed 
Mary E. Chadwick as director of systems 
service. The facilities of Miss Chadwick’s 
staff are available to business firms 
through Oxford dealers. Oxford’s expanded 
systems service department, headed by 
Miss Chadwick, is staffed by authorities 
on modern filing methods as practiced by 
leaders in commerce, industry and insur- 
ance. They survey files and, from the facts 
established, recommend the combination 
of equipment and indexing that will cost 
the least and serve the best. Miss Chad- 
wick also will conduct meetings for inter- 
ested business groups. She spent five years 
as methods analyst and director of pro- 
cedures for Great American Insurance 
Co. and she has developed techniques for 
selecting and training records personnel. 
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Time Study Rating Workshop 


For the first time since their issuance in 
1950, the S.A.M. Time Study Perform- 
ance Rating Films will be shown in New 
York in a full-day rating workshop at the 
Belmont-Plaza Hotel, Jan. 31. Registrants 
will have the opportunity to rate the actual 
120 performances of 24 typical clerical 
and factory operations, and privately com- 
pare their own ratings with the composite 
judgments of 1200 experienced time-study 
engineers. Each rating session will be fol- 
lowed by a discussion period. Details 
from Research Div., Society for Advance- 
ment of Management, 74 Fifth Ave., New 
York 11. 


To Install Electronic Reader 
Boots, English 
than 1,300 


druggists with more 
have ordered from 
Solartron Electronic Business Machines, 
Ltd., the first production model of the 
newly invented Solartron Electronic Read- 
ing Automaton (ERA). It will be installed 
at Boots’ head office in Nottingham to 
read the printed rolls from store cash 
registers. ERA will convert the printed 
figures into electrical impulses and feed 
them to an electronic accumulator which 
will print out the totals required for ac- 
counting and statistical purposes. Certain 
figures will be used for cash control. Cen- 
tral processing of data recorded at point- 
of-sale will make possible the use of rela- 
tively cheap and simple sales recorders 
and result in a substantial reduction of 
clerical work. The reading speed of ERA 
(200-300 characters per second) enables 
it to deal with rolls from hundreds of 
cash registers each week. 


stores, 


Work Sampling Film 

“Making a Work Sampling Study” is 
the title of a 19-minute, 16mm. sound 
film which demonstrates how a random 
sample can be used to predict the whole. 
Rental fee $6 for color, $3.50 for black- 
and-white, from Educational Film Sales 
Dept., University of California, Los Ange- 
les 24, 
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She’s a 
Secretary 













She’s the apple 
of the boss’s eye 


Never underestimate the 
importance of a good secre- 
tary. When she takes a 
few days off, the Boss acts 
as though he were adrift 
in the Atlantic. 

Almost invariably you will 
find that the competent girl 
depends on EraserStik to 
turn out clean, neat work— 
because it erases without a 
trace. 


7099 & 7099B gray, all- 
utility EraserStik for pencil, 
ink or typewriting. 

7066 & 7066B for those 
who prefer a soft, red type- 
writer eraser, 


E) U.S.A. 7099 B 








Let EraserStik help you 
become the highest-paid 
Secretary in your office. 


With Without 
brush 20¢ brush 10¢ 


A.W. FABER-CASTELL 


PENCIL CO.,INC. NEWARK 3,N. J 


SER S71K ALL SERVIC 


na 
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“Under 30...” 


(Continued from page 98) 


supervision of the system installation 
by a specialist adequately qualified by 
personal attributes, education and ex- 
perience. The rewards are great. Al- 
though generalities are dangerous, it is 
safe to assume that a well qualified 
systems and procedures manager, em- 
ployed by the average firm large enough 
to warrant his full-time efforts, can save 
his employer at least $100,000 per 
year for many years to come. important 
though he is now, in future years the 
nan who can effectively utilize office 
machines to prepare dynamic reports 
on sales, costs and production will be- 
come increasingly valuable to manage- 
ment. Isn’t it logical to select a man 
with outstanding qualifications for a 
position of this importance? 

Let’s look at some of these qualifica- 
tions. Most noteworthy is the character 
of the man. He must first of all be a 
diplomat. He must never forget that 
there is an implied criticism of clerks 
performing the function, and must 
phrase his questions with care to merit 
their full confidence and cooperation. 
Even more serious, he must remember 
that the job he is studying may be elim- 
inated entirely, which can have pro- 
found consequences to those affected. 
He must be curious—he must continu- 
ally ask himself, “Why is this being 
done this way?” or even “Why is this 
being done?” He must have persistence 
to uncover basic facts, rather than ac- 
cept apparent answers or glib explana- 
tions. He must have imagination so that 
he can envision the consequences of the 
changes he proposes. He must be a 
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SECRETARIES ACCLAIM 
The ALL NEW 


—Sreconite 
, FOLDING COPYHOLDER 


Welcomed by secretaries as a valuable aid to 
production and accuracy. Relieves eye and 
neck strain. Completely adjustable to desk 
and light conditions. Never in the way. 
Folds behind typewriter when not in use. 


Other Hall-Welter products include: 
Error-No Copyholders, Speedrite 
Checkwriters, Chexsigno Check Signers. 
HALL-WELTER COMPANY, INC. 


38 Mt. Hope Avenue @ Rochester 20, N. Y. 
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WANTED ... 

DEALERS FOR OUR 
MULTI-COPY FORMS 
Expanded facilities 
and added equip- 
ment allow the 
addition of new 
dealers. Fast, de- 
pendable delivery. 
All forms carry 
dealer’s name. Also 
shipped under 
dealer’s label. 


WE SERVE AS YOUR FACTORY 
AND WAREHOUSE. LIBERAL 
PROF!ITS TO DEALER. 


ROGERSNAP 


BUSINESS FORMS 
P. O. BOX 10425, DALLAS 7, TEXAS 


ONE TIME 
CARBONS 


For More Inforination Circle No. 198 
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magnetic 


Visual Control 

Systems 

Put Your 

Business 
Operations 


at Your Fingertips 
Guaranteed permanent magnetic 
indicators that can be quickly 
placed and stay put make the 
Maggie Magnetic control system 
completely flexible with limitiess 
signalling and charting possibili- 
ties. You tailor it to your in- 
dividual records. Moreover, it 
cuts errors, clerical costs and 
raises efficiency. Low in cost, 
too...packaged kits begin at 
$49.50. 

For further information, 
write to: 


s 
maggie magnetic inc. 
Se 39 W. 32nd St., N.Y. 1. N.Y. 


RECOMMENDED AT 
“TWICE ORIGINAL COST 


TELKEE SYSTEM 
MAKES KEYS 
EASY TO FIND 


“lf we were without 
our Telkee now, | 
would recommend its 
installation even at 
twice its original cost,” 
saysa prominent Telkee 
user. (Name supplied 
on request.) 


ARISTOCRAT WALL CABINET 
Capacity: 150 to 450 Keys 
THIS IS TELKEE 

A system that offers practical key contro! at low cost 
No matter how many keys (the more the better) there are, 
Telkee keeps track of them, eliminates the problems, 
saves time and money, gives keys maximum security. 
Whether 100’s or 1000's of keys, Telkee is the choice for 
practical control. 

FREE BOOKLET AVAILABLE 

Obtain complete facts on Telkee system today without 

obligation. 
For free booklet write to Dept. O-127 


The MOORE KEY CONTROL® Systems 
P. O. MOORE, INC. 


A SUBSIDIARY OF SUNROC CORPORATION, GLEN RIDDLE 
For More Information Circle No. 200 
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M-8200 
with the 
luxury lorge seot 


creates 


a great clerical posture chair 


This is the peerless clerical posture chair, a triumph 
of METAL-LUX design and craftsmanship. Incorpo- 
rates MILWAUKEE'S exceptional posture comfort 
advantages coupled with an extra-large seat. Fea- 
tures a virtually indestructible all-steel frame and 
base, stainless steel scuff plates, a superior spring 
unit seat, cushioned hinged back rest, tilting back 
support, and velvet-silent service. Unquestionably 
the finest clerical posture chair available in metal 


Write for the complete profit details covering the 
METAL-LUX Model M-8200 Clerical Posture Chair 


MILWAUKEE METAL FURNITURE COMPANY 


101 N. Campbell Ave., Chicege 172, Illinois 
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good organizer so that his planning is 
as nearly complete as possible, thereby 
reducing confusion during the transi- 
tion period. He must be an effective 
writer- terse— 
and easily understood 
manner an adequate explanation of the 
new procedures. He must be able to 
express himself well verbally—his 
work will often require his addressing 
groups large and small. 

Education in accounting theory is 
important to the systems man so that 
he can concern his study only with the 
specialized problems of the company 
and not bother with the basic record 
keeping requirements. College training 
is helpful, but should not be considered 
a requisite. A knowledge of the com- 
pany’s policies and requirements is, of 
course, essential. Accounting and sta- 


concise, yet not too 
record in an 


tistical records should all be integrated, 
and any contemplated change should 
be judged not only on its own merits, 
but on the basis of its effect on the 
overall system. 

Essential, too, is varied and concen- 
trated experience in methods work. The 
best procedures involve countless re- 
finements in forms design and routines. 
Experience will teach him to avoid 
procedures sought by the theorist who is 
interested in the result regardless of 
and by the mechanical or 
wizard concerned with the 


its cost, 
electronic 


ingenuity of the procedure, regardless 
of the value of the finished report. Only 
through experience will he gain the 


judgment necessary to evaluate all 
phases of methods work. Only through 
a thorough knowledge of equipment 
will he be familiar with its capabilities 
and its limitations. 
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Have You 
Heard the 
Latest News? 


It's Coming 


You'll See It In January 
NEW—Insulated LEDGER FILE. 
Completely New 


designed for convenient use with modern 
bookkeeping machines, 
Posting trays optional with 24% more 
capacity. 
Conceived through the cooperation of the 
Office Machine Manufacturers’ and Dealers 
of America, 
Send for literature and prices of our complete 
line of insulated office equipment. 
MIDWESTERN MANUFACTURING CORP. 
Indianapolis, Indiana 
“Safety is our Business 








For More Information Circle No. 201 


or profession; more than 23 permanent 
captions for accountants, for example; up 
to 200 captions for lawyers. 

@ Sturdily constructed Smith Projecting Sig- 
nals last a lifetime; can be custom printed 
and still give you inexpensive filing. 

@ Available in '/," to 2" widths. Stocked in 
choice of 12 plain colors or printed 
alphabets, 
months, and numbers. 

See your office supply dealer or write 


CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 


lor more than SQ years, a complete Line 





of time-saving signals and indexes 
& 54 


For More Information Circle No. 202 
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@ Can be printed to order for any business 


states, days of the week, 





ervice 


not a promise but a fact 
at Consolidated 


Consolidated offers the widest 
range of business forms for 
every purpose — standard 
stock forms, tabulating 
forms, W-2 and other tax 
forms, and custom - printed 
forms to meet specifications. 
Write for Catalog Aor send 
sample forms for quotation. 


“CONSOLIDATED 
BUSINESS SYSTEMS. INC. 


30 Vesey St., N. Y. 7, N. Y. BArclay 7-3687 
For More Information Circle No. 203 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


THE 
COFFIELD 
EVERLASTING 
Interchangeable 
ORGANIZATION 
CHART 


A typist, a typewriter and typing paper 
are all you need to keep your chart up 
to date. It’s that simple! 


e Sizes to Fit Any Organization Structure 
e All Parts Are Movable and Re-usable 
e Photographs for Sharp Prints 


Write for Free Illustrated Folder 
with Price Schedule No. O-12 


MANAGEMENT CONTROL CHARTS CO. 


1713 N. WELLS ST. CHICAGO 14, ILL. 
For More Information Circle No. 204 
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OEMI Elects Officers « 


L. H. LaMotte, 
executive vice presi- 
dent, International 
Business Machines 
Corp., was elected 
president of the Of- 
fice Equipment Man- 
ufacturers Institute 
at its annual meet- 
ing in New York. 
Oct. 30-31. Vice 
presidents are Carl 
P. Ray of Underwood Corp. and F. P. 
Ryan of Royal McBee Corp. The speaker 
at the dinner meeting was Ray R. Eppert. 
executive vice president, Burroughs Corp. 


L. H. LaMotte 


Heads son ateenanan Products Sales 


eed Columbia Ribbon 
& Carbon Mfg. Co. 
announced the ap- 
pointment of L. D. 
Markham as. sales 
manager of its new- 
ly formed subsidiary, 
Impression Products 
Co. Mr. Markham, 
former sales man- 
ager of the Under- 
wood Corp. Supply 
Division, brings to his new position the 
experience of 15 years in the carbon and 
ribbon industry. He is well equipped to 
understand the dealers’ problems and offer 
valuable assistance in building sales vol- 
ume. Extensive plans are underway for 
the national promotion of the Impression 
line of top quality carbon and ribbon 
products. 


L. D. Markham 
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Olivetti Vice sboegggeers 


Guido Lorenzotti 
was appointed vice 
president of Olivet- 
ti Corp. of America 
and its sales subsid- 
iary, Olivetti Sales 
Corp., according to 
Dino Olivetti. Mr. 
Lorenzotti takes ac- 
tive charge of the 
management of both 
companies with his Guido Lorenzotti 
headquarters in the New York office at 
580 Fifth Ave. Mr. Olivetti goes to Ivrea, 
Italy, to take charge of the parent com- 
pany’s manufacturing and research. He 
remains president of Olivetti Corp. of 
America and will continue to devote time 
to it. Mr. Lorenzotti was formerly head 
of Olivetti Sales Corporation’s North At- 
iantic Division, and prior to that, man- 
ager of its Great Lakes Division. 


Detex Plans Expansion 
Richard C. Smith 
Jr. has been elected 
to the newly created 
post of vice presi- 
dent, marketing, of 
Detex Watchclock 
Corp., according to 
Philip H. Haselton. 
president. Mr. Smith 
joined Detex in 
1953 as_ national 
sales manager. The Richard C. Smith 
75-year-old company is the world’s fore- 
most manufacturer of portable watchclock 
systems. Mr. Haselton announced that the 
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Clae| yourself against 


Let the sturdiness and durability of steel end your storage prob- 
lems. York STEEL Transfer files provide orderly and economical 
record storage ... are built to last a life time. No more continual 
replacement of torn, crumbled cardboard containers stacked on 
shelves, no more exposure of valuable records to the ravages of time. 

York STEEL Transfer files stack ceiling high ... lock together... 
and save up to 50% in space. At York’s low prices, steel files often 
cost the same or less than cardboard containers and shelving! .. . 
plus eliminating continual replacement of files and unnecessary re- 
handling of records. 

Standard sizes for popular records . . . including time and tab 
cards ... are available for immediate delivery. Let York Transfer 
files steel you against storage problems. Write today for catalogue 
and prices. 


with QZ transfer files 


pocrcr on ee e ee ee e - 


YORK SAFE & LOCK N-462-DI 
9!” Mulberry Rd., S.E., Canton 2, Ohio 


Please send complete information about York Steel Transfer Files 
and the economies they provide 


Firm 
Individual 
Street 


City 


For More Information Circle No. 
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from all of us at 


RAPID ROLLER COMPANY 


CHICAGO AND NEWARK 





company has launched an expansion pro- 
gram to develop or acquire new products 
in the time and recording field. 


Sales Training Director 

William L. Fritz 
was appointed sales 
training director of 
the new Plastic Di- 
vision of American 
Photocopy Equip- 
ment Co. (Apeco), 
Chicago, according 
to Arnold B. Perry, 
division sales man- 
ager. Prior to 
Apeco’s purchase of 
the division from Cummins - Chicago 
Corp., Mr. Fritz was sales manager of 
Cummins-Chicago’s Plastic Binding Divi- 
sion. 


William L. Fritz 


Preview of NOFA Convention 


A full-color prevue of the 12th Annual 
Convention-Exhibit of National Office 
Furniture Assn. in Philadelphia’s Con- 
vention Hall, March 28-31, was mailed to 
potential exhibitors. The Boulevard of 
Style theme will have plantings between 
lamp-lighted convention “street corners.” 
Lighted colored stars hanging over ex- 
hibits will highlight new products. Display 
spaces range from $265 to $325. For a 
copy of the brochure, write NOFA at 327 
S. LaSalle St., Chicago 4. 


Copease Sales Promotion 

James D. Wood has joined Copease 
Corp., national distributors of Copease 
photocopy machines, as director of sales 
promotion, it was announced by Charles 
E. Hallenborg, president. Mr. Wood will 
be in charge of an expanded promotion 
program initiated by the company in 
support of its network of 150 dealers 
throughout the country. He will work 
with J. E. DeGeorge, Copease advertising 
manager, in the development of effective 
sales help material, as well as cooperate 
with dealers and distributors on specific 
marketing problems. 
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Datamatic West Coast Office 

A west coast regional office was opened 
in Los Angeles by Datamatic, a division 
of Minneapolis-Honeywell, it was reported 
by John E. Johnson vice president of mar- 
keting, for the manufacture of large-scale 
electronic data processing systems. Sam- 
uel J. Weigand, west coast sales manager, 
heads the new office. One of the office’s 
primary responsibilities will be to help 
the County of Los Angeles prepare for 
its installation of a $2 million Datamatic 
electronic computer. 


Pencil Manufacturers Elect 


Newell A. Augur, president, Wallace 
Pencil Co., was elected president of the 
Lead Pencil Manufacturers Assn. Frank 
G. Atkinson, president, Joseph Dixon 
Crucible Co., was elected vice president. 
Other officers include Oscar E. Weissen- 
born, president, General Pencil Co., sec- 
retary-treasurer, and Clyde T. Nissen, ex- 
ecutive vice president. Directors are W. 
C. Rucker, president, Commonwealth 
Cedar Co.; William E. Danjczek, president, 
Koh-I-Noor Pencil Co.; R. J. Thal, vice 
president and general manager, Eagle Pen- 


tock tesa sphere? 
social beth trtedrets at Dap 


Frank G. Atkinson (left), president, Joseph 
Dixon Crucible Co., and Elroy Mallard, 
president, Mallard Pencil Co., at annual 
meeting of Lead Pencil Manufacturers 
Assn. 





You Won't Do ye 


VERTICAL 


FILES 


When you learn how 
simple and easy it is 
to FILE and FIND Stencils and Offset Negatives 
or Masters — using the MIM-E-O Spring Clip 
method — you'll 
yourself the old, 


never again make work for 
“never-sure’’ way! 

In MIM-E-O Files stencils and masters “hang” 
vertically on individual steel hangers — free 
from pressure, oxidation, scratching or other 
harmful handling abuse — indexed for instant 
finding — which means fast and profitable 
re-runs. 

LOW-COST, sturdy MIM-E-O Verfical Files pro- 
tect your costly investment in originals—photos, 
artwork, ruled forms, typing. ALL costly pre- 
poratory work is SAVED. 

SEVEN (7) models availabie to SAVE and PRO- 
TECT your Stencils and Offset Masters. Capaci- 


ties from 100 to 1400. 
PROMPT SHIPMENT FROM STOCK 


EASY Fie CUPS 


EASY-FIND INDEX 


MIM-E-O STENCIL FILES CO. 


2027 W. North Ave. * Chicago 47, Ill. 


500 Distributors . . . coast to coast to help you 
solve your stencil ar offset filing problem. 
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cil Co.; A. H. Best, 
Best Pencil Co.; L. M. Brown, president, 
Eberhard Faber Pencil Co.; Merrill Has- 
senfeld, vice president, Empire Pencil Co.; 
Richard Lewisohn Jr., president, American 
Pencil Co.; Lawrence Levine, president, 
Reliance Pencil Co. 


president, Richard 


The House That Graphite Built 


Without fanfare, Joseph Dixon Crucible 
Co. has marked its 130th. anniversary. 
The company started in 1827 at Salem, 
Mass. Its founder, Joseph Dixon, concen- 
trated his scientific genius upon graphite. 
By a variety of formulas for mixing 
graphite and clays, he developed the Dixon 
graphite crucible which helped revolu- 
tionize the steel industry, and Dixon wood- 
cased pencils, of which the Ticonderoga 
has long been a leader among the 1% 
billion pencils annually produced in the 
U.S. For producing the first crucibles for 
the melting of metals that could with- 
stand great heat without cracking and to 
which metals would not adhere, Dixon 
was called “father of the steel industry” 
by contemporaries. In 1847, Joseph Dixon 
relocated in Jersey City where, today, the 
company’s structure, spreading over four 
blocks, is headquarters for six branch 
plants, two outside the U. S., and houses 
more than 1,000 employees. Four chief 
sales divisions channel more than 3,000 
products, almost all graphite based, to 
20,000 customers in such basic industries 
as iron and steel, automotives and rail- 
roads, oil and gasoline, television and fire- 
arms. 


NSOEA Revises Safe Manual 


“How to Sell Safes and other Protective 
Equipment,” a manual in the National 
Stationery & Office Equipment Assn. series 
of training courses, has been revised to 
reflect the new rating and marking systems 
of the Safe Manufacturers National Assn. 
and the changes in premium discounts 
allowed by insurance companies for vari- 
ous grades of protective equipment. For 
further information write NSOEA, 740 
Investment Building, Washington 5, D.C. 
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10-Millionth Royal Typewriter 


As automation enters the office, the 
typewriter industry is entering its period 
of most dynamic growth, top executives of 
Royal McBee Corp. said at ceremonies 
marking the production of the 10-mil- 
lionth Royal typewriter, 40% of which 
have been built since World War II. Phil- 
ip M. Zenner, Royal McBee president, pre- 
sided at ceremonies at the Royal plant. 
Fortune P. Ryan, executive vice president 
and grandson of the founder of the Royal 
typewriter business, Thomas Fortune Ry- 
an, was presented with the 10-millionth 
machine. Commenting on office automa- 
tion, Mr. Zenner predicted that the writing 
machine of the future may well print whole 
lines at a time at phenomenal speed. 


Rittenhouse Expanding 


Robert S. Berger, 
house Paper Co., 


president, 


pany will take over the former plant of 


Ritten- 
announced that his com- 


Alan S. Cook, general manager of Hart- 
ford plants; Fortune P. Ryan, executive 
vice president; and Philip M. Zenner, 
Royal McBee president. 

American Colortype Co. at 2600 Cly- 
bourn Ave., Chicago, next spring. 
This will double the present manufactur- 
ing space of this converter of paper busi- 


early 





— — STATIONERS... PRINTERS . 


PROFIT 
IN FORMS 


New Carbonless 
Forms, Too! 





.. AGENTS... 


1,015 DEALERS HAVE A PROFITABLE SIDE-LINE in... 


ONE-TIME .S%ai5asy” CARBON FORMS 
The 1,015 dealers who sell 


lucrative discounts... 
. protection on repeats. 
ing (Snap)-Easy money—So can you! 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y. — Branch Plant: Denison, Texas 


Snap-Easy Forms get 
their own imprint on forms 
1,015 dealers are mak- 
Write today! 











For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist 
Se Za “Futuristic” 
E aay Platen 
or 
Sof = Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 

AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 
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GENUINE ENGRAVED 
SPfenrleADs 
TI 67% a0 * 


—~ 1000 
Goneme BUSINESS CARDS 
500 $11 © 1000 $15 QLVUNGtal 


BUSINESS ANNOUNCEMENTS 500 ONLY $28 


CLIP YOUR LETTERHEAD TO THIS AD... 
MAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 


For More Information Circle No. 335 
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ness machine rolls. Lynn Paper Products 
Mfg. Co., Rittenhouse’s sister company, 
will share the new quarters. 


*. Edwin Williams, executive vice presi- 

Answer the Wraps dent; C.S.A. Williams, president; and Wal- 

° ter Faas, product development director of 

Problem in Offices Bates Mfg. Co., look over the new prod- 

ucts which Bates introduced in 1957, the 

and Waiting Rooms biggest year in new product development. 


These efficient VALET 
Racks keep wraps off wait- 


log room chairs, sired: Substantially Reduces 
dry and in press. Hold 


coats spaced apart, hats, N O I Ss E 


umbrellas and overshoes. 
Accommodate 3 persons of Kevboard Gre hotvpe 
- : $s 
per running foot. Come in f ey P YP 
lengths of 3 ft. 3 in. or longer 
by the foot. The S-6 Office 
Valet costumer accommodates 
6 people—ends piling of gar- 
ments on others. Wili not tip 
over. Built for life-time serv- 
ice of heavy gauge, welded 
furniture steel, Smart in mod- 
ern baked enamel fin- 
ishes. Units form a com- 
plete system of wardrobe SOUNTROL Noise Reducing Hoods, the re- 
equipment that provides effi- sult of many years’ research by acoustic 
cient wrap accommodation engineers, protect workers from tiring 
h h noise—increase production and work ac- 
wherever people gather. curacy. Your Graphotypes can be relo- 
Write for Bulletin OV-10 cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
VOGEL-PETERSON CO. 75 Maiden Lane, New York 7, N.Y. 


1121 West 37th St. « -Chicago 9, Ill. 
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Typewriter Production Soars 


rhe standard office tytewriter continues 
to be the workhorse of the office and the 
backbone of the typewriter business, ac- 
cording to H. S. Yaffa, national sales man- 
ager of Smith-Corona Inc. Although elec- 
tric typew riters represent a larger percent- 
age of the total each year, standard ma- 
chines are still responsible for much of the 
industry’s growth. Industry shipments of 
standard typewriters reached a record high 
of 514,000 units during 1956. In the first 
six months of 1957, industry shipments of 
standard models totaled 261,799. While 
the use of electric typewriters in class- 
rooms is increasing, standard machines ac- 
count for the bulk of school typewriters. 
Initial outlay and maintenance cost will 
probably make schools prefer standard 
typewriters for some tinie to come. The 
school market is second only to business 
and industry although electric typewriters 
represent an ever-increasing percentage of 
Smith-Corona’s total business. The firm 
recently set two industry precedents: it 
marketed the first economy model type- 
writer to be sold, like portables, through 
non-exclusive dealers, and it introduced the 
first electric portable. 


Elwyn L. Smith (right), president, Smith- 
Corona, Inc., and Edson G. Moshier, vice 
president in charge of manufacturing, with 
the 7-millionth Smith-Corona Typewriter: 
an electric portable. 
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NO OTHER 


“PAPER CUTTER’ 
FOR tHe OFFICE IS BUILT 
TO SELL $O LOW! 


The Michael 
Paper Cutter 
3 Sizes 

83", 14” 
and 204” 


For all mimeograph, 
duplicating, small offset 
or reproduction departments; 

’ for stationers, advertising agencies, 
photo finishers, banks, insurance 
companies, schools, colleges, small 
printers, letter shops, offset shops. 

Order from your dealer or 


Michael Lith 


145 WEST 45TH STREET 
NEW YORK 36, N. Y. 


Seca 
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The world's smallest 
and most economical 


i SWIFT 


SWIFT BUSINESS MACHINES CORP. 
GREAT BARRINGTON, MASSACHUSETTS 


For More Information Circle No. 328 
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| hgaieen 
runs? 


Dan 
Se 


and Keep 
Your Business 
GROWING / 


Vellum Booklet Envelopes 


Mead Papers, Inc., announced that a 
new line of Mead vellum booklet enve- 
lopes, manufactured by Union Envelope 
Co. and Niagara Envelope Co., is avail- 
able through all authorized distributors of 
their Meadwove envelopes. This new line 
of booklet envelopes in vellum finish is 
made in 24 and 28 Ib. weights in 15 sizes. 


Lithographed tabulating 
forms were featured’ by 
Philip Hano Co., Holyoke, 
Mass., in their booth at the 
National Business Forms 
Associates annual meeting 
in Hollywood, Fla., last 
month. Norman L. Hanna, 
general manager, and Harold 
Moynahan, sales promotion 
manager, were in charge of 
the display. Prominently dis- 
played in the Hano booth 
was the BFI emblem of the 
Business Forms Institute. 


Full gummed booklets in six of the most 
popular sizes are also available, in vellum 
finish, in 24 and 28 Ib. The line was de- 
veloped for printers requiring envelopes 
for annual reports and other prestige mail- 
ings where quality and appearance are 
important. Union Envelope Company’s 
plants are at Richmond, Va., and Birming- 
ham, Ala.; Niagara Envelope Company’s 
plant is in Buffalo, N. Y. 


SYMBOL OF THE WORLD’S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING 


MACHINES 
801 Sixth Avenue 
New York 1, N. Y 


HORDER’S, INC. 
Horder Building 
Jackson Blvd. at Jefferson 
Chicago 6, III. 


CARPENTER PAPER CO. 
Omaha 2, Nebraska 
Fort Worth, Texas 

Houston, Texas 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 
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A LIGHT TOUCH 


makes 


NEAT ERASURES 


with a 
RUSH- 


~FYBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. No 
erasing shield—the Rush 
Eraser is less than one char- 
acter thick. In beautiful, 
life-time plastic case, handy 
to use as a pencil, with long- 
lasting propel-repel refills. 
Order from your dealer or 
send 50¢ and dealer’s name, 
THE ERASER CO., INC. 
1068 S. Clinton St., Syracuse 4, N. Y. 
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@ SPECIAL OFFER! 


Two Leading German Office 
Equipment Journals, at 
reduced combination rate! 


**BUEROMARKT'' (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 
“DAS RATIONELLE BUERO'’ (The Rational 
Office) monthly, printed in German 


These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance 
market. In regard to subscriptions or advertis- 
ing rates contact our American Representatives: 


ATLANTIC PROMOTION AGENCY, Inc. 
136 Liberty St. ° New York 6, N. Y. 
Tel: BArclay 7-9550 
VERLAG PETER BASTEN, Aachen, Germany 








LETTEREX sets are available in all 


colors. A set is a high quality onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


LETTEREX 


1114 HALF STREET, S.W., WASH. 24, D.C. 
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‘It just SNAPS apart 





r——TYPEWRITERS 


ALL MAKES — MODELS 
INCLUDING WIDE CARRIAGE 


ADDING MACHINES 


SUNDSTRAND—BURROUGHS 
VICTOR—DALTON—Hand or Electric 


CALCULATING 
MACHINES 


MONROE—MARCHANT 
BURROUGHS—COMPTOMETERS 


Hand or Electric 
ROUGH or RECONDITIONED 
Write for Prices 
Also ask about our ADDOMETER, the 


and subtracting machine that retails for 
and pays you up to 52% profit. 


adding 
$14.95 


RELIABLE TYPEWRITER 
& ADDING MACHINE CO. 


301 W. Monroe St., Chicago 46, Ill. 
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| PAYMASTER 





supply precision BRITISH made Parts and 
Tools direct to you at LOWEST PRICES 

















PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
dock Nothing shows but the employee's | 
name. This improves personnel relations. @ «PROMPT “AND EFFICIENT SERVICE GUARANTEED 

Send for Samples and Prices Today 


TLOOK ENVELOPE CO., Est. 
aarwmanaenaememamaeme §=TYPEWRITER SUNDRIES CO. LTD. 
, | Heed Offices 30 NEW BRIDGE STREET, LONDON, E.CA4 
For More Information Circle No. 207 





Send for our illustrated Catalogue POST FREE 


For More Information Circle No. 205 


INDIANA 


UNDER-COUNTER 
CASH DRAWERS [eee 


assure profit 


Fast-Moving 
Models < 


RITE-LINE copyvuoiper 


@ SAVES EYESTRAIN e TAKES COPY UP TO 20° . en f Y y (illustrated) 
e@ PROMOTES ACCURACY «HOLDS NOTEBOOK DEALER ig Ce Rie 
@ INCREASES PRODUCTION e FITS IN DESK DRAWER DISCOUNT metal money tray 


LINE MAGNIFIER EXTRA = See Se. 
' Drop shipment made — no stock to carry. A_product 
WRITE 


Send for FREE Booklet describing RITE-LINE COPYHOLDER of highest quality Indiana Hardwoods. 


RITE-LINE CORPORATION m INDIANA CASH DRAWER CO... 
4209 39th St., N. W., Washington 16, D.C P.O. Box 236-B © Shelbyville, Ind. 


For More Information Circle No. 206 For More Information Circle No. 208 
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Chart-Pak Acquires Transograph | _ 
| LE are, . 
H. O. Frohbach, president of Chart- | Pf gn ge ee ee 
Pak, Inc., Leeds, Mass., announced the | ra Z SORT bee. a» 


purchase by Chart-Pak of the assets of Zé o 
Transograph Co., New York, manufac- ‘ . 
turers of patented Contak Shading Film, has the ANSWER 
Color Tints, Lithological Symbols and . ; 
Symbltak, printed by a special process on | M 
clear. plastic sheets backed by a pressure- | to your PROBLE 
sensitive adhesive, which does not melt | 

under the heat of reproduction equip- 
ment. 


Royal McBee Market Analysts 


C. F. McCandless, director of market- 
ing research, Royal McBee Corp., an- 
nounced two market analyst appointments. 
George Walton Jr. is market analyst for 
the office typewriter sales and service divi- 
sion. Robert Manley Jr. has joined the 
corporation as assistant manager of mar- 
keting research for international division 
operations. 


Any employee, with 
no special training, 
can make over 40,- 
000 sorts per hour 


Uarco Opens New Plant Mies a i tan 


System. 

Opening of a new plant in Watseka, 
Ill., constructed and equipped at a cost 
of $2 million, was announced by Uarco, 


CONTROLS . . . SIMPLIFIES . . . EXPEDITES 


No matter what records you now 
keep, you will widen your controls, 
simplify your systems and expedite 
whatever work your records control— 
by switching to the E-Z Sort System. 

Let us demon- 
~ strate the advan- 
tages you can 
gain with €E-Z 
Sort records, 
tailor-made for any of your office or 
plant procedures. Write today for 


i y a F Z ‘3 % J f + . 
4 3 @ acts 


Said “ be the first Little League team E-2 SORT SAVES KS LTD. 


sponsored by an overseas manufacturer, Second Ski Dept. 3: Sea Meeeece &. Gall 
an Odhner Adding Machine nine was , ail i ieteaneemeatlil 
fielded by W. H. Davis Co., Houston dis- Sole MANUFACTURERS of E-Z SORT Systems. 
tributor for Facit, Inc. Over 50 Offices to Serve You. 

For More Information Circle No. 321 
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COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 

Stock Rooms, Vaults. 

Strong—Easy to Move, 
Easy to Climb. 


Mounted on Swivel Brake 
Casters which allow the tad- 
der to be rolled freely when 
no one is on it. When you 
step on the tadder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in {3 heights — 4 
widths. Send Circular 
56-0 and prices. 

. D. COTTERMAN, Mfr. 
>. N. Ravenswood Ave. 
Chicago 40. II. 

For More information Circle No. 319 
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One of the leading French distribu- 
tors of office machines and systems 
equipment with showrooms in “the 
loop” of Paris, ten branches in the 
main cities of France, an outstanding 
team of expert salesmen, and first 
class bank references, is looking for 
exclusive sales in France and French 
Overseas Union of bookkeeping, bill- 
ing and calculating machines. Write 
to Box F12, Office Publications Co., 
232 Madison Ave., N. Y. 16, N. Y. 


© 060000 OSO8OSHSOHSOHOSOOEEOES 
MANUFACTURERS OF DURALUMINUM 


MANY 
STYLES 


HOLDERS snore 


MS. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 
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3 PHON PROBLEMS 


SOLVED——_ 
1. Safeguarding privacy. 
. Quieting the office. 
3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 
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| the National 


| Jerome W. 


| er of Gates Acoustinet Co., 
| died Nov 


| of controlling office machine noise, 


Inc. Gregson L. Barker, president, said 
the facility, seventh operated by the com- 
pany throughout the country and the sec- 
ond in Watseka, will produce a complete 
line of control punch forms for account- 
ing, tabulating and other business ma- 
chines. 


Azoplate Plans Expansion 

Azoplate Corp., manufacturer of pre- 
sensitized lithographic plates, will move 
into a larger plant at New Providence, N. J. 
The move was made necessary by in- 
creased sales and expansion of the firm’s 
work force, F. W. von Meister, president, 
said in a statement marking Azoplate’s 
fifth anniversary as a separate corpora- 
tion. 


Comptometer in Business Show 
Through error, Comptometer Corp. was 
not included in the list of exhibitors at 
Business Show which ap- 
peared on page 83 of the October issue 
of THe OFFice. Comptometer Corp. did 
exhibit their Comptometer figuring ma- 
chines and Commander dictating machines. 


Gates 

Jerome W. Gates, president and found- 
Buffalo, N. Y., 
16 of the effects of a cerebral 
hemorrhage. Mr. Gates, a veteran office 
machine man who visualized the benefits 
was a 
pioneer in the office acoustical field. He 
is survived by his wife, Sally; his son, 
Jerome W. Gates Jr.; and a daughter, Jane. 


Henry E. Taylor 

Henry E. Taylor, chairman of Taylors 
Typewriter Co. Ltd., London, England, 
passed away Oct. 15 in his 70th year. 
Mr. Taylor played a prominent part in 
the development of the typewriter indus- 
try, being one of its early pioneers. He 
was a past vice president and a trustee 
of the Typewriter (& Allied) Trades Fed- 
eration of Great Britain & Ireland. 
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Visual Communications Congress, Sher- 
man Hotel, Chicago, Dec. 7-10. 

Eastern Joint Computer Conference, 
Sheraton-Park Hotel, Washington, D. C., 
Dec. 9-13. 

National Office Furniture Assn., Conven- 
tional Hall, Philadelphia, March 28-31. 

Western Joint Computer Conference, Am- 
bassador Hotel, Los Angeles, May 6-9. 

New York Stationery Show, New Yorker 
Hotel, May 18-23. 

National Society for Business Budgeting, 
Roosevelt Hotel, New York, May 22-23. 

Institute of Internal Auditors, Statler Hotel, 
Detroit, May 25-28. 

National Office Management Assn., Con- 
rad Hilton Hotel, Chicago, May 25-29. 

Insurance Accounting & Statistical Assn., 
Sherman Hotel, Chicago, June 1-3. 

American Institute of Industrial Engi- 
neers, Statler Hotel, Los Angeles, June 
12-13. 

National Machine Accountants 
Chalfonte-Haddon Hall, 
June 18-20. 

National Assn. of 
Hilton’ Hotel, 


Assn., 
Atlantic City, 


Conrad 
June 22-28. 


Accountants, 
Chicago, 





National Office Machine Dealers Assn., 
Schroeder Hotel, Milwaukee, June 29- 
July 2. 

American Bankers 
21-24. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 27-Oct. 1. 

National Institute of Governmental Pur- 
chasing, Statler Hotel, Boston, Oct. 5-8. 

National Business Show, New 
York, Oct. 20-24. 

American Institute of Certified Public 
Accountants, Statler & Cadillac Hotels, 
Detroit, Oct. 11-16. 

National Assn. of Bank Auditors & Con- 
troilers, Statler-Hilton Hotel, Dallas, 
Nov. 3-5. 


Assn., Chicago, Sept. 


Coliseum, 





A Geod New Year’s Resolution 
FILE YOUR COPIES OF 


Th e Nice 


IN HANDY VOLUME FILES 


This new durable and attractive file 
in rich maroon and gray with 16-carat 
gold lettering, looks and feels like 
leather and is washable. No irritating 
wires to handle. Any copy may be 
removed. Each file holds one volume 
(six months) of THE OFFICE with the volume index in the last copy (June 
and December); two files hold an entire year’s issues. Files are reusable 
and unconditionally guaranteed or your money back. Postpaid in U.S. 


| File oo six months' issues) $2.50; 2 Files (for a year's issues) $5.00; 3 Files for $7.00; 6 Files 
for $13. 


Jesse Jones Box adiedation, P. O. Box 5120, ,Philadalphi 41, Penna. 
Please send me, postpaid, . . files. | enclose . 


.. City 


Bill Me [_} 
Name 
Address 
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USE SLIP-ON LABEL HOLDERS 
for neater more attractive indexing 


Your Choice 
of Kolor-Klip 


Red, blue, green, 
black and ivory 
—fabricated 
from plastic. 


2 Standard 
Sizes 


KK-1 for 1” 
Ring Books 
KK-2 for 2” 
Ring Books 
Built-in storage 
space for label. 
Clips swivel for a 
perfect fit. 


For proper size 
when ordering, 
for ring binders, 
measure diam- 
eter of ring. 


3 Standard Sizes 


SO-1 for 1” 
$O-1% for 1%” Ring Books 
S$O-2 for 2” Ring Books 


Ring Books 


You'll enjoy their neat uniform appearance. 
Their durable metal construction will last 


indefinitely. 


Binders 


They're made of 
Vinyl Plastic— 
will not warp or 
curl—will 
fit every type 
of open back 
binder. 
y. 


/ 
al 
\ 


on 


post—and grip 
firmly without 


LOCKING DEVICE 
SPECIALLY TREATED 
BOTH SIDES 


They slip into 
position to lock 


3 Standard Sizes 


PBS—2” x 22” 
PBM—1”" x 212” 
PBL—2” x 242” 


any size 





marking. 


le from your Office Supply Dealer or for information write to 


Off ce Products Ine. 


West Coast Distributor: 


Arch K. Ansty, 171 2nd St., 


San-Franciso 5 


26029 W. 8 Mile Rd: 
Detroit 19, Michigan 


Canadian Distributor: 


The Luckett Loose Leaf, Limited, Toronto 14, Ontario 


Territories available for Dealers and Distributors 
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Semiannual Index to THE OFFICE 
Volume 46, July through December, 1957 


Labs Device Transmits Data at 1000 Words a Minute Sept., 158 

Cafeteria Uses Paper Service, Why an Office Nov., 77 
Coffee Break Break the Bank, Don’t Let the, Marcia Walsh Sept., 81 
Coffee Drinking Is Routine in Most Offices Sept., 79 
Colored Papers Speed Order Processing, Forms Copies on Dec:, 95 
Computer Does Pabst’s Sales Accounting, Murray F. Hepple Sept., 102 
Connecticut General’s Building Proves Planning Makes Perfect Nov., 69 
Corning Glass Office Building, New. . July, 67 
Customer Follow-Up File. Sept., 252 
Department Stores, Many Job Openings in... Aug., 167 
Dishonesty, No Business Is Immune to Employee, Sidney Shepherd Sept., 120 
Dress for Work, Let’s Teach Business Students How to, Melvin C. Jack ., 108 
Duplicating Department, How to Operate a Complete, James F. Horan ae i. 
Electronitis, Some Clinical Aspects of ioe a 
Employee Relations, Right or Wrong in July, 113; Aug., 101; Sept., 147 

Oct., 155; Nov., 124; ., 104 
Earnings and Hours in Work Week, Average Weekly aay P 
Executives, Back to School for y, 118 
Fatigue to Raise Office Efficiency, Reduce Worker, Dr. Louis J. Rago Sept., 73 
Figuring Machine?, How Much Does it Cost to Own a, Ed Brueggemann Geo 
Floete: Uncle Sam’s No. 1 Office Manager, Franklin G., Larston D. Farrar t., 134 
Florida State University Gives Office Machine Instruction, Why, 
William A. Richards., 

Forms Control Program, How to Operate and Maintain a, Ray Marien 
Forms Control Program, How to Organize and ‘Sell’ a, Ray Marien 
Funny! Don’t Be, Alan MacDonald 
Growers Build Their Offices in Small Home Shells, Arizona Produce, 

Morris P. Rosen 
Helicopter Gives Executives Door-to-Door Transportation, Phil Hirsch 
Ideas, Your Office Needs New, Joseph H. Jackson 
Internal Audit Is Management’s Control Tool, The, Clark L. Simpson 
Language Based on Numbers, Translingua: A World, Erich Funke 
Lettershop, A Model 
Live Longer, How to Enjoy Your Work and, O. A. Battista 
Lock Just One Drawer in a File, How to, William J. Keen 
Mark Sensing Is Used for Machine Utilization Records, How, 

Frederick C. Allgeier 
Memory, How to Improve Your, Dr. Bruno Furst 
Messy Office Is a Costly Curse, The, Lionel E. Griffith 
Middle Digit Indexing... 
National Business Show Opens it in New York Oct. 28. 
National Lead Company’s Order-Billing-Inventory System, J. W. Ferguson 
NBFA Meeting in Florida Nov. 10-13, 12th Annual 
NOMDA Convention in Pittsburgh, Annual 
NSOEA Convention and Exhibit Opens in Chicago Sept 28 
Office Party (poem), Elinore Williams 
Offset Duplicating Masters, How to Type Better, Bernard T. Haffey 
Older People, Offices Need Help But Won’t Hire 
Operations Research, The Difference Between 

Systems Analysis and, Ned Chapin 
Order-Billing-Inventory System, National Lead Company’s J. W. Ferguson 
Order-Invoice Form Wasn’t the Best Idea, Combination, Leon A. Droll 
Pabst’s Sales Accounting, Computer Does, Murray F. Hepple 
Paper Service, Why an Office Cafeteria Uses.... 
Programs for the IBM 650, Writing, Lionel E. Griffith & J. W. Jump 
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Psychiatrist in Business, The Harry Levinson 

Public Relations, Include Office Employees In Your, George C. Boddiger 

Punched Card Interpreter Control Paneis, Stretch Your, Walter R. Mason 

Purchase Order Forms Change Stops Late Deliveries, Phil Hirsch 

Purchasing File System, Grumman’s, William N. Robinson 

Quit, 3 Reasons Why Workers, B. W. Elsom 

Records for Disposition, How to Inventory, William Benedon 

Religion, How Office Machines Help to Spread the Message of, 
Agnes G. Ford 5s 

Retirement: Great of Grating?, Andrew J. Dalton Jr. 

Salaries and Wage Differentials, Office 

Secretaries, Multiple Choice “Test” for, Jo Ann Johnson 

Secretaries, State Standards, Smart, Jack Horner 

Self-Confidence, Developing Workers’, B. W. Elsom 

Soviet Paperwork Is Being Mechanized, A. J. Steiger 

Steno-Shield, Ben Sunbury 

Supervisor, Management’s Mr. Bedrock: The First Line, A. C. Sipes 

Surprises, Try to Avoid, B. W. Elsom 

Systems Analysis and Operations Research, 
The Difference Between, New Chapin 

Systems Experience, Under 30—and With, W. R. Anderson 

Systems Information from Salesmen, How to Get, Leslie H. Matthies 

Systems Meeting in Los Angeles, 10th International 

Systems, People Are the Key to Successful, Leslie H. Matthies 

10-Key Telephone 

10-Key Telephone, More About That 

Triplicate Bond Eliminates Collating, Arthur W. Clark 

TV Station’s Accounting Can Be Done by Machine, All, Winston B. Linam 

Two Jobs, More Workers Now Hold Down 

Unfinished Jobs, B. W. Elsom 

Union Membership of White-Collar Workers, Harry P. Cohany 

Union Organizers Plan to Attract More Office Workers, Sidney Feldman 

White House Offices, New Buildings Proposed for 

Window Envelopes, All Branch Offices Can Use the Same Double, 
Horton §. Allen : 

Withholding Taxes, How du Pont Reports 


Index to New Products, 


July through December, 1957 


ACCOUNTING MACHINES AIR CONDITIONING 
Burroughs Corp July, 129 Airtemp Div., Chrysler Corp 
Monroe Calculating Machine Co July, 124 Puritron Corp. . : 
Olivetti Corp. of America Oct., 174 


ADDING MACHINE KEYTOPS APTITUDE TESTS 


Pearl Engraving Corp. ....... Oct., 222 Aptitests 


ADDING MACHINES AUTOGRAPHIC REGISTER 
Addo-x, Inc. . Dec., 112 : 

Hastings Products, Inc hee : Sept., 222 Standard Register Co 
Marchant Calculators. Inc ; Dec., Il 
Monroe Calculating Machine Co oss ee, OTe BINDERS 

Remington Rand Div July, 126 C. E. Sheppard Co. Dec., 
Smith-Corona, Inc. ... ....Dec., 140 

Typesales, Inc. . ....Sept., 170 BINDING, PLASTIC 

Underwood Corp. Oct., Cummins-Chicago Corp Sept.. 


ADDRESSING EQUIPMENT & SUPPLIES BOOKCASES 


: : forni 
Addressing Machine Co. of a... sek: Borroughs Mfg. Co pane 
Addressograph-Multigraph Corp. . Dec., Nucraft Furniture Co Dec., 
Master Addresser Co. ee Ce 
Rena Buromaschinen-Fabrik GmbH .......Aug., BRIEFCASES 

S. & M. Distributing Co. Sept., Stebco . Sept., 171; Nov., 162; Dec., 
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CALCULATORS 


Comptometer Corp. 
Lagomarsino-FAl ‘bike 
Olivetti Corp. of America... Aug., 
Silver Bells, Ltd. 


CALENDARS 


L. D. Blehart Co. 
American Press 

Keith Clark, Inc. 
Columbian Art Works 


CAN HOLDER 
Litho Research, Inc. 


CARBON COPY SETS 


Philip Hano Co. ... 
Letterex Corp. 


CARBON & RIBBON TESTER 


eee ; Sept., 201; 


CARTOONS 
Cartoons-of-the-Month 


CASH REGISTERS 


Smith-Corona, Inc. 


CHAIRS 


Clarin Mfg. Co. 

Cramer Posture Chair Co. 
Do-More Chair Co 
Precision Mfg. Co. 
Roya! Metal Mfg. Co. . 
Stylex Seating Co. 


CHARGE ACCOUNT SYSTEM 
Midwestern Mfg. Corp. .. 


CHART-MAKING EQUIPMENT 


Chart-Pak, Inc. 
Planoscope Corp. 


CHECK PROTECTORS 
Hedman Co. 


CLOTHES RACKS 
Vogel-Peterson Co. 


COLLATORS 


Assembly Products Co. 
Collamatic Corp. 
Cummington Corp. 
Thomas Collators, Inc. .. 


COMPOSING MACHINES 


Commercial Controls Corp. 
Vari-Typer Corp. Aye 


COPYHOLDERS 
Michael Frumkin 
Lansdale Products Corp. 
Lindication, Ltd. 


COPYING MACHINES & SUPPLIES 
(Also see Photocopiers) 

Chart-Pak, Inc. ... 

Copease Corp. 

Copycat Corp. 

Baltimore Business Forms Co. 
Joseph Dixon Crucible Co. 

Haloid Co. 

Minnesota Mining & Mfg Co. 
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Paterson Parchment Paper Co. 
Peck & Harvey Sales Corp. . 
Peerless Colonial Products, Inc. 
Photo Materials Co. . ; 
Technifax Corp. ..... 


COUNTING MACHINES 


Bankers & Merchants, Inc. .. July, 156; 


Miller Lauffer Printing Equipment Corp 
Standard Instrument Corp. , 


July, 
Oct., 
Oct., 
Oct., 
July, 


Nov., 
Sept., 
Nov. 


136 
236 
199 
220 
128 


201 
214 


v., 176 


DATA PROCESSING EQUIPMENT, AUTOMATIC 
218 
, 166 
152 
., 210 
,. 120 


Clary Corp. , 

Comptometer Corp. va 

Cycle Equipment Co. 

ElectroData Div., Burroughs Corp. 
Friden Calculating Machine Co... Nov., 
Postab Corp. 

Remington Rand Div. 

Soroban Engineering, Inc. 

Visirecord, Inc. 

Whiteford Laboratory 


DESK ACCESSORIES 

Downs Industrial Illustrators . 
Heyer Corp. ; 
Lamplighters Ltd. 

Pryor Marking Products 
Sengbusch Co. 

Waterman Pen Co. 


DESKS 

Cole Steel Equipment Co 
General Fireproofing Co. 
Shaw-Walker Co. ; 
Wright Line 


DICTATING MACHINES 
DeJur-Amsco Corp. 

Gray Mfg. Co. 

McGraw- Bans Co. , 
Pacific Instruments Corp. 

Peirce Dictation Systems, Inc. . 
SoundScriber Corp. 

Vanguard Business Machines Div. 


DRAIN PIPE CLEANER 
Miller Sewer Rod Co. 


DUMB-WAITER 
Sedgwick Machine Works 


Sept., 


July, 


DUPLICATING ACCESSORIES & SUPPLIES 


(Other than Offset) 


A. B. Dick Co. . : .... Oct., 176; Nov., 

: Oct., 
Dec., 
July, 
Dec., 
Sept., 
Oct., 


Electro-Stylus 

Milo Harding Co. 

Old Town Corp 

Porta-Trace, Inc. 

Ozalid Div. . Aug., 144; 
Rose Ribbon & Carbon Mfg. Co. 


DUPLICATING PROCESS 
Columbia Ribbon & Carbon Mfg. Co 
Old Town Corp 


DUPLICATORS, SPIRIT 


Ditto, Inc. .. July, 125; 


Rena Buromaschinen-Fabrik GmbH 
Rex-Rotary Distributing Corp. 
Standard Duplicating Machines Corp. 


DUPLICATORS, STENCIL 
A. B. Dick Co. 


Sept., 
Dec., 


Nov 


July, 
..July, 
Aug., 


Aug., 





EASELS 

Arlington Aluminum Co. . 
Chart-Pak, Inc. 

ELECTRIC CORD SHORTENER 
Coilzit Products, Inc. .. 
ELECTRIC FOOTSWITCH 
Vemaline Products Co. .. 


ELECTRONIC COMPUTERS 


Burroughs Corp. 
July, 178; Nov., 
International Business Machines Corp..Nov., 162, 


; Nov., 
154; Aug., 


ElectroData Div., 


Monroe Calculating Machine Co. 
National Cash Register Co......July, 
ENVELOPES 

Huxley Envelope & Paper Corp. 


FILES 


Bankers Box Co. . 

Deluxe Metal Furniture Co. 
Diebold, Inc. 

H-O-N Co. 

Oxford Filing Supply Co. 
Remington Rand Biv. 


FILING ACCESSORIES & SUPPLIES 
G. J. Aigner Co. Sept., 


Pianatolwerk W. Hesselmann 
Pressure Sensitive Products Corp. 
Replica Products Corp. 
Smead Mfg. Co 


FLOOR MAINTENANCE 


Sept., 


Hild Floor Machine Co Dec., 


FLOOR MATS 

Master Mfg. Co 

Rm; Bs Mitchell Rubber Products, Inc. 
Stempel Mfg. Co. .. 
FOLDING MACHINES 
Print-O-Matic Co. 
FOOTREST 

Standard Foundry Products 
FORMS 

American Lithofold Corp. 
American Press 

Baltimore Business Forms Co. 
Carteret Printing Co. 
Complete Simplified Records 
Forms Development Corp. 
Spot Carbon Products 

Valbro Corp. 

FORMS DECOLLATORS 


Egry Register Co. P 

oore Business Forms, Inc. 
Standard Register Co. 
FURNITURE 
Shaw-Walker Co. 
LABEL GLUERS 
King Sales & Engineering Co. 
LADDERS 


Cleveland Ladder Co. 
Rol-Away Truck Mfg. Co 


LAMINATING MACHINE 
American Photocopy Equipment Co...... 


196 


July, 


Oct. 


218; Dec., 
Ce!-U-Dex Corp. Nov.., 
Office Products, Inc. Dec., 
.Sept., 
July, 
Sept., 
216; Nov., 


LAMPS & LIGHTING 


Celotex Corp. 
Sunray Products Corp. 


LIST FINDERS 
Bates Mfg. Co. 


MAILING EQUIPMENT 


Can-Pro Corp. 
Detecto Scales Inc. : 
Inserting & Mailing Machine Co. 


MARKING DEVICES 
Speedry Products, Inc. 


MICROFILM EQUIPMENT 

Diebold, Inc., Flofilm Div. 

Filmsort Div., Dexter Folder Co. Oct., 
Minnesota Mining & Mfg. Co. 


NUMBERING MACHINES 


Roberts Numbering Machine Div. 
Wetter Numbering Machine Co. 


OFFSET ACCESSORIES & SUPPLIES 


Haloid Co. 

Kenro Graphics, Inc. 
Litho Research, Inc. 
Michael Lith, Inc. 
Polychrome Corp. 
Replica Products Corp. 
Roll-O-Graph Corp. 


Sept., 


Sept., 


July, 


Van Son Holland Ink Corp. ‘+ 


ept., 


OFFSET DUPLICATORS 


Davidson Corp. 
Photostat Corp. 
Zarkin Machine Co. 


PAGING EQUIPMENT 
Edwards Co 


PAPER CUTTERS 

Harvey Div., Lansdale Products Corp. 
Michael Lith, Inc. 

Safety Cutter Sales Co. 


PAPER JOGGER 
Harvey Engraving Co. 
Syntron Co. 


PAPER LAMINATING 


Plain-Vu Co. 
Rotobond Co 


PAPER STOCK 


A. B. Dick Co. 

Diplomat Envelope Corp. 
Eastern Corp. 

West Virginia Pulp & Paper Co. 


PAPER STOCK RACKS 
Challenge Machinery Co. 


PARTITIONS 

W. R. Ames Co. 
Arnot-Jamestown Div. 
Corry-Jamestown Mfg. Corp 
General Plywood Corp. 
Mondial United Corp. 


PAYROLL SYSTEMS 
Colonial Salesbook Corp. ..... 


THE OFFICE 


..Nov., 
. July, 


sept, 


194; Dec., 
Nov., 
Sept., 


174; Oct., 


..Dec., 
194: Nov., 
Oct., 


.. Aug., 
Nov., 


Nov., 
Sept., 

174; Sept., 
ov., 

July, 
Nov., 
Dec., 


173; Oct., 
Dec., 


Dec., 
Aug., 


Nov., 


Sept., 
Nov., 
Oct., 


July, 
Dec., 


, 204 


137 
182 


, 148 


222 


140 


, 180 
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PAYROLL TAX COMPUTER 
Paul S. Morton Engineering Service 


PHOTOCOPIERS & SUPPLIES 
(Also see Copying Machines) 
American Photocopy Equipment Co. 
Ampto, Inc, .... : 
Copease Corp. .. 120; Oct., 
Copycat Corp. : 
Copy-Craft, Inc. . 
Cormac Industries, Inc. 
Gevaert Co. of America . 
Hunter Photo-Copyist, Inc. 
KwikKopy Co. 

F. G. Ludwig Co. 

Nord Mfg. Corp. 
Photorapid of America, 
Rovico Inc. 


POSTING EQUIPMENT 
Liberty Office Equipment Div. .. 


Aug., 


Inc. . 


PRINTING PRESS 
Hobson Miller Machinery Corp. 


RIBBONS (INKED) 
Leedall Products Mfg. Co. 


RUBBER PLATE PRESS 
Craftsmen Machinery Co. 


SAFES 
John D. Brush & Co. 


SALESMEN'S EXPENSE SYSTEMS 
Traveletter Corp. 


SHELVING 
Penco Metal Products Div. 


STANDS 
Interstate Metal Products Co. 


Aug., 152; Oct., 


Meilink Steel Safe Co. 


STAPLERS 


Easy Auto Stapler Co. 
Lansdale Products Corp. 
Staplex Co. 

Swingline, Inc. 


STATIONERY ITEMS 
Alliance Rubber Co. 
Alvin & Co. 

Autopoint Ge. 
Bauer-Lee & Co. 
Fred Baumgarten 
Bruce Boland 

W. H. Brady Co. 
Cooks’ Inc. 
Crowder's Specialty Printing 
C-Thru Ruler Co. ep 
Joseph Dixon Crucible fons 
Esterbrook Pen Co. 
Frankel Mfg. Co. 
Griffin Mfg. Co. . 
Joshua Meier Co. . 
Office Products, Inc. 
Regency Crafts, Inc. 
Slencil Co. 

Arthur F. Smith Co. 
Sterling Plastics Co. 
Topflight Corp. 
Westline Products Div. 
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ns 
Oct., 
Sept., 


Oct., 





+ may 
‘195; + ot 
sf ov., 

.. Sept., 

Sept., 

Sept., 
130; Nov., 

Nov 


177; Dec., 
Aug., 
172; Oct., 
Oct., 


Nov., 
Aug., 


Sept., 


214; Nov., 
Sept., 


Dec., 
Aug., 
Aug., 


Oct. 


Sept., 
Oct., 
Aug,., 
Nov., 

.Dec., 

July, 

July, 

Aug., 

July, 
Nov., 
Oct., 182, 
Oct., 

.. Sept., 
192: Nov., 
July, 
Dec., 
Oct., 
Oct., 
Oct., 
July, 
July, 
Oct., 





, 205 


201 
129 
160 
169 
170 
214 
196 


138 
156 


175 


166 


117 


190 


., 224 


, 16 


, 160 


»» 


STORAGE CABINETS 

Aurora Steel Products Co. 
Penco Metal Products Div. 
TABULATING CARD TESTERS 
Curnamins-Chicago Corp. 
Profexray, Inc. 


TABULATING PUNCH 
Royal McBee Corp. .. 


TAPE WINDERS & UNWINDERS 
Cycle Equipment Co. 

Dresser Products, Inc. 

Whiteford Laboratory 
TELEPHONE EQUIPMENT 
National Electric Products oo 
North Electric Co. ae 
TELEPHONE HOLDER 

H. H. Renneker .. 


TELEVISION (CLOSED CIRCUIT) 
Tela Electronics Div. . 


TIME RECORDERS 


Cincinnati Time Recorder Co. 
International 


TIMERS FOR MACHINES 
Moses Radio-Electronics Co. 


TYPEWRITER CASES 
Boxco Mfg. Co. ........ 


TYPEWRITER ERASING SHIELDS 
C-Thru Ruler Co. ...... 


TYPEWRITERS, AUTOMATIC 
Royal McBee Corp. . 


TYPEWRITERS, ELECTRIC 
DeJur-Amsco Corp. . 
Remington Rand Div. 


TYPEWRITERS, PORTABLE 


DeJur-Amsco Corp. 
Inter-Continental Trading Corp. 
Olivetti Corp. of America . 


TYPEWRITERS, STANDARD 
DeJur-Amsco Corp. 


TYPEWRITER TYPE GAUGE 
Alfred Ransmayer & Albert Rodrian 


WALL MURALS 
Foto Murals of California, 


WASHROOM SUPPLIES 
McCasland viteall Co. 

Steiner Co. .... 
WASTEBASKETS 

National Vulcanized Fibre Co. 
WATERCOOLERS 
Sunroc Corp. 


WINDOWS (PLASTIC) 


Greene Metal Products Co. 
Laminations, Inc. 


Inc. 


. Sept., 180; Oct., 


Business Machines Corp. 


July, 
Nov., 


Aug., 
Dec., 


Sept., 


July, 
Dec., 


Oct., 
Nov., 


Oct., 


July, 
Nov., 


July, 
Sept., 


Sept., 


Nov., 
Oct., 


Nov., 
July, 
Oct., 


Nov., 


Sept., 


July, 


Oct., 


Sept., 


: Nov., 


July, 
Oct., 





168 
214 


150 
147 


152 
154 
133 


231 
196 


aa 


166 
202 


, 13 


191 
177 


191 
127 
196 


191 


, 114 


164 
240 


217 


170 
180 


DOES BUSINESS 
WITHOUT Forms! 


But some folks aren’t using 
the best forms constructions 
for their work. Even Santa 
doesn’t waste money that 
way! The Manual of Business 
Forms describes the tremen- 
dous number of | available 
forms constructions so that 
you can select the best one 
for your business. Time 
studies of forms processing 
operations are reduced to 
efficiency factors in easy-to- 
read charts which pinpoint 
the basic advantages and dis- 
advantages of each type of 
construction, 


THE ONLY OBJECTIVE 
WORK ON FORMS! It may 
save you enough money on 
one redesigned form to make 
you really believe in Santa 
Claus! Order a copy today. 
$2 Postpaid in U.S. Use cou- 


pon on opposite page. 


OFFICE PUBLICATIONS CO. 
232 Madison Ave. 
New York 16, N. Y. 
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Over 200 pages of 
helpful information, 
and illustrations 
(including 100 pages 
of advertising by 
duplicator 
manufacturers, with 
Buyer’s Guide index). 


Get ALL 

the Facts 

on Office 
Reproduction! 


HE ONLY BOOK OF ITS KIND! It pro- 

vides you with a complete guide to 
the broad field of office reproduction. 
Answers such questions as: “Which 
method of duplication will best fill my 
needs?” Describes in detail the opera- 
tion of all basic types of equipment. 
Ends your search through reams of 
material to find the answer to indi- 
vidual problems. It’s all here in one 
volume. No user of office printing 
equipment should be without this 
manual! 


Please send me 
at $3.25 a copy; and 


Company ... 
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OFFICE PUBLICATIONS CO., 232 Madison Ave., New York 16, N. Y. 


copies of the MANUAL OF OFFICE REPRODUCTION 
copies of the MANUAL OF BUSINESS FORMS at 


$2 a copy. [] / enclose remittance. [_] Send invoice. 


Price $3.25 


INCLUDES: Carbon Paper, Substitutes for 
Carbon Paper, Gelatin Hectograph Duplicating, 3 
Fluid Duplicating, Stencil Duplicating, Relief 
Duplicating and Printing, Offset Duplicating, 
Photography (Camera), Contact Photocopy, Con- 
tact Printing (Translucent Master), Facsimile 
Master Preparation, Automatic Typewriters, 
Automatic Data Processing, Communication 
Transmission, Facsimile Transmission, Punched 
Card Data Transmission, Impression Stamps, 
Addressing Methods, Tabulating Machines, Sig- 
nature Machines, Other Imprinting Machines, 
Binding and Finishing Equipment, 
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ADVERTISERS 


Acco Products 172 
Acme Visible Records, Inc. 55 
Addo-X, Inc. .. 42, 43 
American Lithofold Corp. 148 
American Numbering Machine Co. 35 
American Press .. 124 
American Register Co. 164 
American Stencil Mfg. Co. 117 
Ames Supply Co. 183 
Atlas Stencil Files Corp. 168 
Automatic Electric Co 16 


Badger, Inc. . 166 
Basten, Peter . 187 
Bates Mfg. Co. 38 
Box FI2 : 190 
Bruning Co., Charles 99 
Bud Type Cleaner Co. 122 
Burroughs Corp. 79 
Business Electronics, Inc. 148 


Can-Pro Corp. 138 
Carteret Printing Co. 155 
Cartoons-of-the Month 164 
Cashere Corp. 126 
Codo Mfg. Corp. 101 
Cole Steel Equipment Co. 91 
Cole Steel Office Machines, Inc. 71 
Collamatic Corp. . 89 
Columbia Ribbon & Carbon Mfg. Co. 54 
Comptometer Corp. 165 
Consolidated Business Systems, Inc. 177 
Control! Systems, Inc. 132 
Copease Corp. . 123 
Cormac Photocopy Corp. 83 
Cotterman, |. D. 190 
Cromwell Printery, Inc. 166 
Cross Co., A. T. 19 


Davidson Corp. 153 
Dennison Mfg. Co. 40 
Denominator Co. 4l 
Deutsche Telephonwerke & Kabelindustrie 142 
Dewberry Engraving Co. 183 
Dictaphone Corp. 20 
Diebold, Inc. ... 119 
Dieh!t GmbH, Rechenmaschinenfabrik 169 
Ditto, Inc. Inner Back Cover 
Documat, Inc. . ; 15 


Eastman Kodak Co. , . 107 
Electro-Stylus : : 19 
English Numbering Machines, Ltd. 186 
Eraser Co. . ‘ ‘ 187 
Eureka Specialty Printing Co. 56 
Ever Ready Calendar Mfg. Co. ‘ . 
E-Z Sort Systems, Ltd. 189 


Faber-Castell Pencil Co., A. W. 174 
Facit, Inc. 80, 8! 
Fletcher Paper Co. 86 
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Force & Co., Wm. A. 
Fordigraph Corp. of America 
Friden Calculating Machine Co 


Gates Acoustinet Co 
Gavrin Press, Inc., Arthur J 
Gilbert Paper Co 

Graphic Systems 

Griffin Mfg. Co. 
Groveton Papers Co. 


Hall-Welter Co. 
Haloid Co. 

Hamilton Paper Co. 
Hammermill Paper Co. 
Harding Co., Milo 
Herrmann, Irvin A. 
Hush-A-Phone Corp. 


Ideas, Inc. 

Indiana Cash Drawer Co. 
Industrial Shredder & Cutter Co. 
Inserting & Mailing Machine Co. 
Inter-Continental Trading Corp. 
International Business Forms, Inc. 
Interstate Metal Products Co. 


Jardin Associates, Inc. 
Jones Box Corp., Jesse 


Kenro Graphics, Inc. 
King Sales & Engineering Co. 
Kohlhaas Co. 


Lagomarsino-FAl 
Lansdale Products Corp 
Lassco Products, Inc 
Lee Products Co. 
Legge Co., Walter G. 
Letterex Corp. 


Maggie Magnetic, Inc 
Management Control Charts Co 
Manpower, Inc 

Marchant Calculators, Inc 
McBee Co. 

Mead Corp. 

Meilink Steel Safe Co. 

Michael Lith, Inc. .. 
Midwestern Mfg. Corp. 

Miller Sewer Rod Co. 
Milwaukee Meta! Furniture Co. 
Mim-E-O Stencil Files Co. 
Minnesota Mining & Mfg. Co. 
Modern Business Forms Mfg. Co 
Monroe Calculating Machine Co. 
Moore Business Forms, Inc. 
Moore, Inc., P. O. 


National Cash Register Co. 
Nippo Machine Industry Co., Ltd 
Nu-Arc Co 
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Office Products, Inc. 

’ Office Publications, Co 
Old Town Corp. : 
Oiivetti Corp. of America 
Oxford Filing Supply Co. 
Outlook Envelope Co. 


Ozalid Div., General Aniline & Film Corp. ..32, 


Palson Mfg. Co. 
Parsons Paper Co. 
Pioneer Toledo Corp. 
Pitney-Bowes, Inc. 
Plastic Binding Corp. 
Plymouth Rubber Co. 
Precision Mfg. Co. 
Print-O-Matic Co. 
Pronto File Corp. 


12, 13, 93, 134, 135, 146, 


Rapid Roller Co. 

Regna Cash Registers, Inc. 

Reliable Typewriter & Adding Machine Co. 
Rite-Line Corp. .... i 

Roberts Rubber Co., Weldon 

Rogersnap Business Forms 

Rol-Dex Division 

Roll-O-Graphic Corp. 

Royal Typewriter Co. 


Saunders Mfg. Co. 
Shaw-Walker Co. . 
Shredmaster Corp. 
Smead Mfg. Co 


- 


~ SHREDDER THAT IS 


OFFICE-SIZED! 


Smith Corona, Inc. ater 
Smith, Inc., Charles C. .. 
Speedry Products, Inc. ...... 
Standard Instrument Corp. ... 
Standard Register Co. .. 
Staplex Co. 

Stempel Mfg. Co. 

Stolper Steel Products Corp. 
Sunroc Corp. .. 

Swift Business Machines Corp. 


Tab Products Co. ...... 
Thomas Collators, Inc. 
Traveletter Corp. . 
Typewriter Sundries Co., Ltd. 


Van Son Holland Ink Corp. of America 
Vari-Typer Corp. 

Veeder-Root, Inc. 

Victor Adding Machine Co. 
Vogel-Peterson Co. 


Wassell Organization, Inc. 
Watson Mfg. Co. 

Wausau Paper Mills Co. 

Weber Addressing Machine Co. 
Weston Co., Byron 

Wheelock Signals, Inc. 

Wolber Duplicator & Supply Co. 
Worden Co. 

Wright Line, Inc. 


York Safe & Lock 


mixed papers . 


Completely 


j 
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136 
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44 
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157 
163 

53 
188 
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137 
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65 
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161 
24 
31 
60 
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+ NE W THE ONLY HOPPER FEED PAPER 


Fool-proof operation. 
Just stack up 
sheets of paper, 
cards, time cards, 


50 
IBM 
or 
the 
“Silver Executive Auto- 
matic” does the rest. 


safety- 
equipped. Office girls 


need have no fear oper- 


ating this machine. 


Test for 10 Days,Free 


Write Today! 


Industrial Shredder and Cutter Company 


700 S. ELLSWORTH AVE. ° 


For More Information Circle No. 380 
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As We See It... 


What to read and how to read are one of the great preb- 
lems today, newly emphasized by the Sputnik-impelled scien- 
tific crisis. A recent meeting of the Society of Technical 
Writers and Editors warned of a "serious risk of actually 
drowning in our own technical knowledge" unless all methods 
of communicating it are used. 

Although this problem is not new to readers of this 
page, it is now more serious than ever. The use of elec- 
tronic computers to locate necessary sections of long arti- 
cles, plus the increased use of Summary reports prepared by 
technical writers was advised. 

An integral part of this problem, and it applies to 
our own offic management field as well as to science, is 
finding and rcading the most useful literature in our field. 
Recently, a team of experts working on a defense project 
solved one stubborn problem with information from a trans- 
lation of a Russian journal which had been originally trans- 
lated from an American technical publication! This focuses 
the problem on getting the right reading material into the 
right hands promptly. 

A group of American scientists just returned from the 
Soviet Union reported that the Russians are translating and 
reproducing by photo-offset process hundreds of foreign 
language technical publications, including the covers, edi- 
torials, advertisements and, indeed, the same colors as the 
original magazine. These are sent out to a long circulation 
list and there is evidence that many American business and 
technical magazines have a larger readership in Russia than 
in the United States. 

The basic point here is the value of studying the spe- 
cialized literature published in your own field of opera- 
tion. Although office work does not have the vital signifi- 
cance of nuclear physics and rocketry today, proper office 
administration and paperwork control can contribute to 
rapid scientific development. Moreover, they will save much 
of that harried time, the lack of which office executives 
constantly deplore. 
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No Postage Stomp Necessary if Mailed in the United States 


POSTAGE WILL BE PAID BY 
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MANACEMENT «+ sv. * METHODS 


OFFICE PUBLICATIONS COMPANY 
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New York 16, New York 


First Class 
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on products or other items in this 
issue CIRCLE THE KEY NUMBERS 
(not page numbers) and mail this 
inquiry card. 


READER SERVICE DEPT.: Please Send To: PLEASE PRINT CLEARLY 
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Now make big copies...18% 14” down to "x oa : at 120 a minute. 


ON CARD OR PAPER InN tf TO S&S COLORS AT ONCE OF ANYTHING YOU TYPE, WRITE, DRAW 


OR TRACE ON A DITTO MASTER NO INKING NO STENCIL NO MAT NO MAKEREADY 
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Now BIG Business Bookkeeping at a SMALL Business Price! 


<3 
See the MAN from MONR E 


fer CALCULATING 


Adina 
. ACCOUNTING 


SATA PROCESSING MACHINGS 





